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UNINO IN-PLANT TRATNING PROGRANME FOR ......(subject)
IR —— -—M

Cost Caloulation te, 1
FEES FOR MRECTORS, LECTURERS, NSTRUCTORS
Programme diroctor, 6 weeks at x PV,

Administrative director, 14 weeks at x PeWe
Becrotary, & weeks ot x p.w,

Lecturers, 30 days at x p,.d. (whore x is the salary per
Instruotors. 60 days at x p.d, woeek/day in lecal owrrency)
Preparations

- Programmc director, 4 woeks at x p.¥,
TRAVELLING COST AND EXPRNSES

Treavelling cost, management

Travelling oost, lecturers and instructers
Daily allowanoce, management

Mily allowance, leoturers and instruoctors

PARTICIPANTS® COST

International travelling Oxy
Preight ocoast for training material 20x y

Subristence allowance (whe~e y 1s the amount
Group travelling in Hest Countyy estinated por in

local wurrenay).,
MATERIAL FOR TRATNING

Leoture Notes W0xy
Minders, noie paper, pencile, oteo,
Printing of reports, oase studics, oto,
Rent of lecture rooms and equipment
Telephone, postage, etc, outside the cffice

SOCIAL COST

- Oponing and closing dinners, 20 x 2 x Yy
- OQuest at these dinners, 10 x 2 x y
- Social evenings, sight-seeings, eto.

RISCELLANNOUS
- WIDO staff trevel
=  Unforeseen cost (oontingemoy sllowance)

1119

1114
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Exngle of nore getailod opet jtes

rejated to the P \ 4

1. Man=hours/days

2. Courco Secretariat

3. Travels and Communication

4¢ Visual-nid Materials for Speakers

1+ Nap-hours/days (timo spont by Programmc Director and Stafr)

1401 ~ preparing outline and dotailed course progresme

1402 - recruitment, co-ordination, guidance of spoakers

1.0} ~ editing the "papers" of the speakers

1.04 = solection cf the participants

1405 - design course book (cover, lay-out etc,)

1,06 = arranging for board and/or lodging for participants

1.07 - meking arrangements for teaching accommodation

1,08 -~ making arrangemerts for in-plant training (industry)
109 - preparing guiding information for participants :
1410 = dootings with staff, UNIDO, sponsoring organisation oto.

2. Goyrse Beoretariat

2,01 —time and materials to finalize all papers sonourning

the theoretical, in-plant training and final programe
af the course ‘ .

2,02 - all correspondence rcgarding thc course

3. Ixayele and Communioation

3.01 ~ travel cost (domestic) incurred in conneotion with
activities mentioned under 1,

3,02 - travel cost (abroad) e.g. for meoting(s) at UIMIND

3«0} - telephonc, telex, postage eto,

4 Ligicl-pid Materigle Cor Jpe Xorp

4.01 = o.g, in preparation vi' theeretical pregramme:
(ro)production of transparencies, slides, flip—ever eto.

S 'MM/'M

6. Speakers : -
7. Teaching Loocmmodation o | .
8. Travels and Communioation ‘
9. Visual-aid Bquipment | , o g

10. Inplant training progremme




11, Participants! (final)roports

12, Insuguration and closing Ceremonies
13+ Social Activities

14 Niscellancous

5e )
m of participants and speakers during sessions

5,02 - social guidance of participants
5.03 ~ reading/correcting participants' (final) reports

6. 8
® - (-1 ]
6.02 - daily living ocost and $wavel expenses

7. Tesching jcopmedation

T:01 = rental of lecture room(s)

6. Traveis end Caumynioation

8.01 = travel oxpensos own steff during the implementation
8.02 - oost of transportation for exoursions and visite
8.03 - tolephone, telex, postage eto, .

9 Yigpual-aid Beuypent

9.01 - rent (purchase) film, slide, overhead projector(s), soveen
9.02 = rental of movic films, sories of slides etc,

10. Le-ajant freining Programse
10,01 ~ travel cost participants
10.02 - additional cost for lodging ;
10,03 - eventual ocompensation for host factery o. organisatien

1. Dartiginente' (fing}) Peporte
11,01 = feos if reports are svaluated by third parties

11,02 - materials invelved in the finel report
11,0} « reproducing the final repert .

2. Iaaaguration and olosing Geremonjes

12,01 = drafting and printing invitations and progrenmes
12,02 - acoommodation and hired personnel

12,0} - keynote speakers and special guests

10,04 ~ oocktails, lunches, flowers etc.

12,05 ~ certificatos (design, printing eto.)
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3. Sesial Agtivities

(Page 3)

13401 = sooial avents organised by cwn organisation
13,02 « contribution to participants' initiatives

14, Kiseslianeous

14,01 - emall itoms needed for olassroom session i,e.
chalk, pointer, eraser, paper and pencils, sharpensr eto,

14,02 - Ladges und name plates
1440} = air freight costs of sondi
and books to home oountry,

ng participants course material
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1

As said in Suction 1.6, the best pleaning aid is that which the FD s
cunverna® with. On the uther hend, there may be seme FD'S whe how
wver uned some of the more ueslul aids, and this appondin attompts o
show how some of the known sechniques can be used to help plea and cemtoel
a8 ln-PMlent Training Programme.

Them are two aspects of the work; the initial plaaning of the whels posajest,

ond the comtrol of progress in relation to the plaa. Mest peeple ase swess

of the typs of comtrol chart showing activitiss against time in the fesm of 8

bot (‘Gonst"” type charts), but thess are pet much use for showing time

selationships between diffcrent activities, or hew a change in ene astivlly R
con afficct anmther. ‘

The astwork type of chart was specially developed seme yoams age foe

plomning and controliiag sctivities which hed te mest a deadiien, and I8 “’
which eloments wese Mabis to chengs. Their use can be cmtended foem z
menitosing pragsves to aliccation of tats! mecusess. Hewswves, fa i
svetion thuir use will be limitod to planaing ond osmrel, and ¢ simple »
e will be described and {iusteeted.

n mtwork diagrams, an arTow ——3 JIPESSeNS an sctiviy whihia e L‘
propect. Rach hes o sopasaie arrew, ond those arvows stam ond :
fiaioh &t ‘nodes’ ususlly deown as cizeiss, which sepessent an oveIs .

ta time &t which a astivity stasts ov finichee. Oveastenally, e

activity accurs which is nst pant of the lagicsl steps in & preject, It whish
et mverthelons be carriod out.  These activities ase catesed for by e
wee of a Wummy arrow'. (------ » ).

The fizet astwerk should be as simpls as peneble. & sheuid euly camvey
the complste pictuse of what is to be dens and how the sstivities ase (e -
wlated. At this stage it is bost nes to use a time seals.

Such & natwork ie shown as an exampils ot Pig. | 0 this appondin.

R i ast Soanible at this time to momsien gil the peselbie sctivities (pome
of Som may nst oven be known yet). ta e caampls hem ey o
outivities which are st commen 0 evesyoms. (The weshs and memtie
mcbnbnhumpadhmn;
for ertentation puspuses culy and are hased upon cnpovionses &t

with s sumber of similar projocts).

Per practicel reasens, a compiote Nt io mede of oll the astivitios (and
dumnins) i the astwerk. (Boe ‘Mating of propasmtony astivities o0
Possomied ia the astwork’, Page ).  Boch iafividue! astivily con e
o sumber of detaiiod actions ond iows: | nsessnenp, svb-astwesds conbe
st Wp o cnpand this.
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Catrel
Wails o tivitioe gat underway, & is impostant to leep oatrol over the

dvelepinents, nat only with respc -t (o quality, but in tcrms of time us
well.

One of the simpler forms of progrees comtrol is the prugress chast
which, again, hes s compicte listing of all the activitios concermed.

Pet sach activity & target dete is set and for sunic critical or key
erations sloe s deadline is defined at the boginning.

Nt thet »0 time scale is used kere.  Inswcad, the pregruss is duplotod
i 8 bar disgrem. (Pig. 2).

The astusl prageess of each ectivity is measured or catimated and
CIpEessed as & percentage of the tata! activity.

The pregress chant should be updated at regulsr imtervals. Likswies,
@ figst astwork can be used to visualise progress wp to a cenein dete.
ﬁmuthmimam&-mpm-u&opw
ahent n thivetration 2.

To gve repid information abeut progress to all concerand, coples, in @
hondy size (o.g. fermat A4), canbe made of the originel Progrvss Cham
ond Network (ryg. 2).

m.m-‘-uwmym.wrumucusm-
ol the . tate of dewelapmert o1 pr\ gess at & given mo wat.

¥ sstivinien fal! bokind scheduls, however, ome cannet immediately derive
feom e sstwerk what the consequances will he in lerme of time and
o0 -ondingtion.

Te svescome this probicm, the first network can be transleted into ens
thet shewe all activities in preportion to the time defined for esch of
tom.  (ve Pig. ¢).

This network is set up on the besis of earlicst ovet time: §.¢. in this
way the iaktial Moat’ for the activitien concernod hocomes visible.

TV nstwerk suggeets thut c. g. sleven activitios, lbollcd 14-18, 14-24
ond M -3¢ through 32, could be started simulancossly. This is corvont
Providnd that the marpuwer required ie avallahlc. M ma (and thet ceudd
vory well be the cese), & will be mcessury to shift the start of vome of
Wee astivitios to fture dates. This, tua, can he shown in the netwerk.
Tio atate! ‘Tiemt' will, of course, change accordingly.

As pooviewsly dessrthed, Whis metwork can be used to visvalise the actusl
Preguoss mede 10 & givon peint i time.

he
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(Poge: §) .

Mahios Gamsel aapiar for yousoll
@ ol ©» cloments to be comreling, of thom
meny aze ablu to be

Oomoel io fastiitatnd by having mest of the impostan comiouumly
@ hond, oz, bottnr still, on view. Mmhle&:wd;‘nalun
G 10 & fair-oiand panol of sefiboand (appeex. 1.0 x 1.5 m) which in fiscd

0 e wall, postesshly very nsar yeur dusk.

&) Nt of B pasticipasts and their hoy dete; ‘ -
%) U mewerk possonting all the activitivs in the preject;

6)  Gm pregeess chast Go be hegt up to-date by your steff);
e
o
(]

.mwdmnumum
Gusiag U (a plast trainiag peried.

¢ Hat «f iy possems ia the projest, eic.

e @steiind essures pregramme asnd timutable; ‘

ot Gusing ohghens convesaetions conoe e preject, ol the
mﬁmmhmh—rumahm.
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Listing of !preparatory) activities gn -

presentad in ths network

descr i!t lon.

eouree proposal fer sponsoring bedies

st appreech to facteries c.q. organlzetions or
institutes for their co-operatien in ln-plant trolning

prepering and mailing the Alde Remmire
tentetive arrongaments for beerd endfor ledging
preperetion of detalled course pregrem

Gumny

confirming letters to factories o.q. fastions @te.
with anre dotel led \nforaetion, |.0. fenpl re
Gumny

::Hutlm by candidaten for portigipation In
euree

wontetive selection of the candlidmes,
ouantuntly secking clorification

fiag! selection, letters of acoqptomss,
prepering nete ‘or cach perticipamt

orrengamants with slrgert end lemigrotion auimritios
ooy |
ovrive! and brigfing of the gorticigamee

ingervianing the porticipents,
ol losstien inplent trelning

oy
Gumy
finot orrengemante for beord endfor ‘elipieg
Gy

forttne Informstion 40 Moseerios ¢.q. Orgentestiond OO0
1.0. Ghowt e porticigant (o) c-u:d '

=y
"y
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h-21
1h-34
1429
14-20

14-87

-8

AFPENDIX | - D
(Fage 6)

recruiting speskers for the lectures
designing the cover of the course beok
arrenging for the necessary locture room(s)
orrenging for the visuai-aid equipment neesded

.noalng for excy sion program(s),
inciuding meals anc transpertation

orrenging for lunchroom(s) and cetering fer
the Intreductory and finel programs

eourse logistics: the whole body of smail but

nevertheless importent items end physice! arrangemente
thet tee often are forgetien or neglected

preparation for the epening ceremeny
ercongements for secie! pregram(s)

preparing instructions end dote on the ln-‘!ﬂl
tralning itself for each (group of) perticipent(e),

alse Instructions concerning trews!ling ond
entecting certaln parsens ond offigee

2_
g
g
7
z

 EERREERRER

Inplent treining: the satus! prestiest orelning
"romentey” 1otters te the sgonsers of Wi pertisigente
fine! pregren



r RO

SRESS CHALDY

£k
-

(Page 7)

runber
of

description
af

L accomntiannent

— el

targ et

sctivigy sctivity

0

-
we o sor lgoxien
i

— — » ol o .

]
8- list epnrosch o fectories ote
1) _fprep. ¢ mai. Sids Memoire
_....L'.,_‘Lt' {rani. cicangameng bogrd/leg An
1sVh lprep ot derailed cour roge;
B:12 lsont irming lere > Jastar!
L6

Wurse oopssal

toptications by cendigptes

remprky
dore

deadt ine

e

Ny

1

i

y -

$gnt . gelection, eveny. slgrific -
fine! yelertion, letnarepole

¥ 4

871 ‘mants sirport & immigretlon

oreival § tvi-ﬂg participanty

intorview ppants, ollogation

tinpl are'mpnts boord/iodyin.: -

Info aheyt .'mg 20 festeries

recrulgi

deeigh cover of ’

arrenging for legtyre
oTranging visue! -ald oquipment

14

greonging eucurst
rranglng 'vnghe )

et loaiise
praparet ion for i

_q P_v_rm&u for

L h

trgind

Intructions in-pl

grevrcation for clge)

r

1100 pevers fpr leciyres

. vigysl-alds Sur legtures
I

. & mylteipl. ol

1008 RroRege

2’

L,

S35 \E

£t
" .o
¥
el g &
ol & r_:;i __}'mao
C ML) e
M‘}M"-&
o {07

L

-

(re. )




W

if

/lii

Y

N,
=)
S

1
i

\

N

1k

iu.‘ :




. (Y =iy \

i — U0 S B vdnd oy on N o..ou,
[ I 00 O O | s s

- o o - o o - e o - - o o - > - @ - e

.

- e o - e w - o> & - e - - e o> - a
. - o o -»> » - e o - - e - e »> e L_J
[}
k. - - - - - e o - - - - o
.
L4
.
s ?
O i .
;o :
. -
- ! u
° .

-

L]
L
-




- il -

iniregustien

An in-plant group training programme, as thc term is used here, brings
together graduate encineers and ‘echnologists from developing countpies
who are working in industry at .ic middie management level, The pro-
STeames ain to up-grade their techniocal ang mansgerial skills by designing
& course of training based on attachments to relevanmt industries (henoe
"in-plent”) in industrislised oountries and supplementing this with
Sheoretical and pilot-scaje studies end visiis to industrial and research
organinations, The pmgrmﬁou are organised oy a Progremme Nirector
from the countyr: offering the training,

Taking charge of an {aternational training prograsme for the firet
time is a formidable task, Though all Directors of such progremmes already
have considerabdble knowledge of the principles of training they are often
seeting the problem of deelig with an internationsl &roup, or even
arranging industrial attachnents, for *he first time. The United Nations
Industrial Ibvolépnent Organization aponsors atwt 20 such treining pro-
§*wnes and the present or pest Nrectors of thase are an obvious seuroce
of sdvice to the newcamer, At a meeting in Vienna in 1974 a group of
Directors dcoided to write a &uide to the organisation of in-plant growp
treining progremmes and, afier subsequent meetings in England (1974) and
in Sweden (1975), this hook was produced.

{

™he gh this manual is based on the sxserience >f Progremme Nirectors
of WIND ineplant group iraining progracmos, much will be relevant to
organisers of other similas courses, T+t has been compiled from the
oonlined emperience of the following pecple, together with infomaticn
provided by them and their srganisationss

L reenisption

Jask Maveon Tropizal Products Tnstitute
121 Clerkonwell Reoad
s Londen, ECIR ST®
England

Nane Brt cescn Sveisks Axbetagivarefirensngen
: ' SAF, ALI-RATY
Paok
181 20 Liding$
Sweden :




e’ SEmbiaatisn |
Min & Greot Industrial Liaisen Departnent W0
Organisation for Industria) Research
P.0.Dox 215 >
Pelfd
The Netherlands ¢ |

"lnslie Bemp Teohnioal Blucation and
Organisation for Oversens Oountries
(Ter00) .
Grosvenor Gardens Nouse
35/37 Gresvenor Gardens
London, SW1i 0B :
Bagland

Tt XK. Noshar Engineering and Industrial Daign
Develepment Centre
UN®, P.0.Dox 982
Caire
ATed Republic of St i .

Perdinande Orlandini IRI Ufficio yor la Gospesmsions
' Teonion Intermasionale
Via Torine 98 1
Q0184 Reme 3
Italy >—

Arter ¥. Penbesrten Crenfield IllﬁMo € Socholegy
Cranfield, Dedford Mg QAL

Slovannd Peterlengo InP
Piasss della Ropublies »
00185 Rome
Italy

9tig Ringsugen Bdncation Mviston
_ Swedish Imtermaticatl Jovelement
Autherity (S1M)
8 105 25 Steckheln
Sweden

Vittorte Soantnle - mummmumm
Intervasionsle
Via Terine 98
00184 Reme
Italy

Aertas ¥, Nestagh Wi
' PO 8)7
' A=1011 Wiem
Awadris
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Bridget R, Mmith Trepical Products Institute
127 Clorkenm: 11 Read
London, ICR °18
Bngland

UTRX
Box 16027, =103
21 Stockholm 16

laxent oL the Mamal

T™his sanual is divided intc seven seotions whioh as tu ad
possible, follow & chronological sequenes,

‘The sections are mmbered with Reman mmerals, vhich are alee

Mmmomm”wwmutmbmwﬁom Bach
section starts with a table of contents, listing each nﬂoﬂ with

an Aredbic mmeral and cach appendix with the Reman mmerel ul.
capital letter, ‘
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e Desis of the Mncision to Arrenge an
In-Plant Orovp Training Progresme
Progresme Staff

Cost Caloulation and the Budget
Language and Commung caticns

Pregramme Plamning

Plamning and Cont-sl Aide

Dedget Sumary
Dedget Betinate
Oset Breskdown

dids %o Planning and Qemtrol

® ~ & o w
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Most of this manual describes the detailed planning and .
execution of a treining progremme ut, Lefore this stage is reached,
it is important for everyone comoemmed t - consider whether thewe is
& need for such treining and how it ocan best be met,

™o purpose of an intermational In-plant Grouwp Treining
Progremme’ for developing countries is, as for any treining progremme,
to satisfy an identified treining need. he idemntifiomtion of the
need for & particular programe requires the coneideration of .
number of factorses

8)  The needs of developing countries and how these are Wbeing
met, or could be met, Ly industrial development,

b)  The mampover needs of industrial dovelopment and the
deficiencies in teining personmnel, e

¢) Wisting trei-ing resources amd the aress of treining
not covered hy these resources.

d)  Which of these training needs ocould be met by in-plamt

i group training prosremmes in & more developed cowmtay,

¢)  The order of priority of the possible in-plamt sroup
training progresme), '

Ideally, these factors should be coneidered Jointly Wy UNTDO,
the host countries and the doveloping countrios.

Onoce the need for an in-plant training progreme has been
clearly identified, final ajresment for the progTemme will be
reached when WIDC and the host country are satisfied with;

a)  the subject of the progreame;

b)  the objeotives and scope of the progremme;

©)  the Ludget)

4)  the ocooperution that the industry in the et comtmy
is prepared to offer (@ec also Section IV.} - “Agpreonche
%o Mante"),

)  he suitability of the Progremme Director,




. rstemme GAALD:

When an In-plant Training Progremme is tc be run in a host
oountry on behalf of UNIDO, ar individual from that oountry is
nominated as the Progremme Director (afterwards in this Manual
Shown as 'PD'), who, in liaison with the component WNIDO Officer(s),
becomes responsible for the entire running of the progremme in his
or her countyy. In some cases, responsibility is split betweon an
Mainistrative Director, who becomes responsible for all the
opganisational activity required to sel up and run the progremme
and the Progresme Dircctor, who is then responsible for the academic
and practical mspects of the training ngreement with the UNTDO -
requirements and liaison on ewaluation, utc,

In this manual, it will be assumed that the PD carries full
reaponsidility for thc whole progresme, and the use of the temm

includes any administrative dircotor as appliocable, .
The PD must have reliable support steff. The division of
functions as above may vary from progremmc to progremme, but -

10MORk is essential for ti¢ running of a succeseful progresme.

The PDs staff should, if poseible, be introduced to the
partiocipants on the first day, and should be prepared to give
infosmation and advice on all local matters, such as conditions,
olimate, shopping facilities, transport, confomity with local
treditions, and the many other and varied probdloms and questions
et arisc, particularly during the sarly part of the progresme,

The PD or & member of his staff should be present at all
segsions and group visitss
a) %o pinvide stebility and A sense of oontinuity to the
progremme and partiocipante;
k) %o promots and guide di souseiony
8) %o deal with wmenpecied problems as thay ocewr, for
ommmple, fallure of squipment, sudden illness, eto,
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The PD should be aware of the developing relationships within the
group, amd be able to use thesc ocondtructively,

3. Gomt Calowlation and She Dudget)
The final Agreement botweon UNIDO, the host oountey
involved, and the Agengy that will implemont a particular In-Plant

Training Progremmc is based, among other Shings, upon thc budget
for she peojoct,

™e budget is thorefore, onc of the ecrliest matters 1o be
considered, starting during the pre=projoct stoce. Not omly is
it essential for the acccptance of a proremme, it provides a
Wasis for plaming and contpol of costs by the PD,

Onoe a budget hos been developed and roccives approval, the
infosmation should be madc aveilablc to all concermed wvith fimamoial
oontrol of the pro;resme. Firetly, so that thc swms reguiroed
&Pe made awnilable at the appropriate times, and secondly,
if any amendment is required becausc of changos of finanoing in the
host country, rapid adjustment cam Le made to the budget cetimates,

Severel cummplos arc given in Anpendioes I,A-Be=C of the vy
& Wdget can bo developcd; therc is a relatively simplc fomat
whioch has proved adequate at the pro-project or negotiation
stage, and a morc detailed form which breaks down the cost
into specific items,

Those exmamples arc civen only as o guidey Shere are
& mmter of different ways in which procranmes are funded,
dopending wpon the allocation of funds betweon sponsors, UNIDO
omd host cowntry Govermonts, end the aotual fosm of udget
in esch case will b an individual mattor,

¢ lamamgen ard Commumiontionss
Good communioations bLotweon partioipants andy

&)  inetructors, locturers, tutors and progremmc staff)
b)  other parvicipants



is cssential if t ¢ procramme is to be successfuly, 4 common
language is very important. Orecter difficultics have to bLe
overcom. if the language of the programme is not tie language
of the host country,

The Selection Penel, consisting of the UNIDO staff and
tie P, will ensure thet only those candidatos with an adequate
lmowledge of the programnc language will be offered a place,
Where this is not the len uaje of the host country, the Alde-
Memoire may advise participants to aoquire et lcast an clementary
knowledse of the laniue;c of the host country before leaving
home, The PD should emphesise the usefulness of this in any
infommation hc sends to the participants,

One way in which difficulties can bc lessencd in such a
oase is to aond or prcpare for issuc o basgic vocalulary to
all participaats, This will give thun translations of common
words, noticcs, sicms, tcrms in use for oommon items of food
and drink, postal, shoppin:; end transport infommetion,

The PD should also coneider how much time, if any, he -
should devote to formal lanfuacce instruction after the participants
bave arrived, and plen for this in the timetablc, ‘his may
inolude somc study of thc host oountry language, whore
appropriate,
In sime countries the programmc languege may be & seoond
language of that country, spoken Ly a fe#Ply large propertion
of the population, In such cnoes, training in the host country
language can be left out, limited to the siuple vocabulary
reforred to above - or madc optional,

It is uscful to include, very early in the progrenmae, one
oF mope scesions on basie technical terminology - which also
helps to familiarise partioipmta with the use of the programme
language,

Lecturers should have an cagy commend of the programmec
langwage. (iee also under Seotion IIT,7).
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If lcoturors arc not avnilable in the pro,reammc language,
rimultanesus transletion may be wecd, vut $his is tivin: fop
participants and reducis commmioation, Uhere posaible, intor-
pretces should heve technieanl knowledic of the auhjcots of the
procramme anc the PD should arpenge for lecturer rnd intcrpeeter
to mect Leforc the lecture io siven so that they ocan discuss any
problom of tceminology. In somes cigcumstancen simuliancous
iranslotion may Lc dusirable At tle be inning of the prosrarme,
but can be dimcontinucd vhen participants boccone fomilinr with
the language of the hoat oountry.

Langua ¢ problems may bicome particularly difficult duein, -
the attachwment to industry periods, end this ie dealt with in
detail under Scction TV-2,(c) "Lancucre Problema’),

Good communications betweon memburs of the prosromme are
vital and must be positively coeveloped Wy the PD.  In promoting this
communicasion, the P shoulds
e) Recocnize that differcnces between netionel zroupings
can bc lcas importani than differences Letween individuals,
b)  Fomn sub-groups for work activities based sometimce on
common intcrests and somctimes on divepsity - for
example, to broak up any tendengy to form national or
regional groupings,
©) Usc role-plagring simulations to orvate betler understanding.,

The PP should 2lways remomber that a large part of the benefit of
any industriel treining progresmc comes from the intcraotion of
the participants. A group of peoplc with common interests fyom
wéely differont culturel backsrounds ond educational attainments
will have a lot of uscful infosmcsion to exchangc with cach other,
%o the bemefit of all, in eatircly informal conversation, Do not
Recp Whe participants so bugy that thcy havc no opportunity to make
thess infommal links; ot the same time makc every cffort to see
that oommuniocation can cxist between participents,
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Wherever possiblc, try to onsurc that members of rcligious
§FOUps arc given information about places of wopglip wherc
thosc exist, Sometimcs rcligion involves a rarticular diet,
and every cffort should be madc to comply with the participants’
wishes, At the same time, it will be found that many
participants arc often willing to modify the requiremcnts of
their own religion or countrics’ reectices in order to oonfogm
to the mores of thc host country,

5. Ercgxesme Plannings

In designing a programmc, the parties concemmed have to deoide
how it should be divided between the different aspects of thc
work, i.c, 'thcoretical content!, prectical work, industrial
visite, cte, This division may be different for different

types of programmcs, and will be agreed at the project stage
between UNIDO and the PD,

Somc examples of the different allocation of time for

various past programmes arc given below. (All figurcs are
in weeks),

*Z23u09) Kﬂ!?ﬂq
"pur 30014

syosuthsy uSts

£
J
&
=
.
£
&

Intpoduction 1 1 1 2 1 1 1+ 1  sw»indiocatus a
Theoretical 5 45 1 4#% Tox 2#% Gux  combination of
Inplant 2 5 2 6 4 5 6 g4 the two areas so
Visits to Ind.) 1 1 2 wn xw ] # marked in a
Laboretory progresme
Treining - - - - 2 e - -

mu-11111222




"

Note these arc {oga] timos spent on differont activitios, and
4o not necessarily rcpresent the 8sguenge of events, For
exemplc, 2 Theepetiocnl period of 5 wecks might be broken into
separatc portions of 2 and 3 wcoks ocourtng at diffcrent times
in the total programme. If the theoretiocal contcnt is likely
to be longer than throc weehs, it is cssentinl to break it in
this way, to prevent overlouding the perticipants with too much
informetion at onc time; almo it is better then they should
sec the relevancc of some of what has been impasrtcd, in a
practioal situntion, before being taken further into tho theory.

6.  Planning oud Conuol Aide (8cc olso Appendix I-D)

Preparetion for, and implementation of, an in-plant
training progremme is 2 very complex matter. Fven organisations
used to rumning courses will find that it is not Just another
oourse, and nceds very intecnsivc preparation and plamning.

A large number of activities are involved in prepar ng the
programme, somc of them starting as much as a year befors the

progremme oommences. Not only are thesc activitics widely different

in nature, duretion and skills required, the bulk of them are
interrclated, This means that it is often difficult to ‘deal
with al’ of them independently,

With this in mind, it is essential that the PD should
have complete control over thc forward plamning of the
progremme, and the objective of this section and its associated
appendix is to offer some suggestions how this might be done,

The best planning aid of course, is the one that the PD
is personally familiar with, but some formal method of
relating events to each other and thc passege of time is
essential,
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Before any planning aid can be brought into use, there are o
nmber of points to be oongidered, such ass

e)

")

A thorough analysis of the whole po_Jegs from $he
beginning~

1) what activitica are to be undertakon;

i1) how they are intorrelated

i11) how much time they require and whon they should stary
iv) the staff requircd and when nceded,

Complete control during the preparation and implementation,
To facilitatc both analysis and progress ocontrol of the
p:roject, & number of touls can be used -
1) & gonerel Wetwork showing all the activitics and
their intorrleationship (app, I.D, Mg, 1)}
11) A Progress Chart to convey the degree cf progress
at any point in time (App. I.D. Mig. 2)y
i11) a goneral Network uscd for $he same purpose
(”P- I.D. Fig. )t
iv) A Network of the activities on & time basis, aloo fer
usc as o Progress Chart (App., I.D. Pig. 4).
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.. Ihe Aldadimeirel

Aiter initisl agrewmsnt Lutween the host country amd/or
stgamisation accepting a programme, & doowment of intems, lmewm
8 'Alde-Memoire', is proparcd jointly by the proposed M
o UFIDO staff, This is the kcy doowment uscd in setting w
the progremme and gocs out to Resident Representatives of the
VP in seleoted devoloping ocountrics for dissemination to
industries and other organiszations interested in sulmitting
omndidates, Copies ape alec sent to the PD who ny at his
disoretion, scnd tham, for infomation only, to known opganise~ et
ome in the agreed developimg countrics,

Information included in the Aide Memoipe coverei-

Bate, placc and organisation rumning the programme in
the host country.

Desoription of the treining objectives, in genesal tesms,
Detailed objeotivus of the specific treining progremme, b
inoluded in which are the particular aims in the home

couniry of thc participant or of the partioular industey

in that cowntry,

A desoription of the vrogremme oontent, showing how it i¢

Built up and its divisior into theoretiocal -twdies, in-

plant work, study visits or whatever has been agreed,

Admission requiremants of participants, including

languagc abilitics. (No distinegfon is drewn between

men and women whon considering candidates),

Oeneral oconditions of participation,

Pinancial and adninistrative srrengements,

The cowntries from which partioipants are to b drenm are
sslected primarily by UNTDO working with the host countsy, ad
will ¢1f0er from progresme to progremnc, depending for emmmple,
R the development of a partiocular industey in the selected
ouwntries, the language of inetruction, oto,
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An example of o typical Aidc-Memoire is attached as
Appondix II-A,

¢ Reamuitnent epd Nominatio :

As a vcsult of the diatribution of the AidceMemoire in
the developing countrics, candidetee for In-plant Treining
Progremmes from fimms, agencice and other crganizations are put
forard throuzh the country's Government chennele to the residont
UNDP represcntative. Thesc candidntes arc required to fill in the
standard UN Fellowship Nominntion Forms, which arec of a very
general naturc. In addition, a questionnaire hes to be designed
speocific to the programme, and, complet:d hy candidates, submitted
together with their Womination Fomn (Examples of both as
Appendices IT-B.1, and 1I-B,2),

The Aide-Memoirc will give the cdmission rcquirements, and
partioular importance is placcd oNnge '

Educationnl background, .

Practical experience in the ficld concermcd, and length of

timc the candidntc has been imploycd therein,

Present position in his or her orgenigation, giving duties

ond responsibilitics.

In certein cascs, age imits or brackcts will be laid downm,

In stating the required eduontional background, only a general
indioation oan be given (e.s. minimun A.8c. in Dngineering)

but attempts should ho made to be &8 aspcoific as possible,

porhaps by desoribing the branch of engincering in the cxamplec
(.0, Civid, Mechanical, Flectriocal), as decrecs in different
oountrics are often not ccmparable, An alternative is to offer an
squivalent qualification, particularly whoerc the ocandidate has
considerablc profcssional cxperience in the field of work, to
allow some flexibility in scleotion,

In stating profecsional experience in the field, it is not
sufficicnt to give the number of years which thc candidate has

besn ongaged on the work, it should also show the positions he or
she has held during that time, and in the case of a wide ranging
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technology, what partioular areas he or she is conversént with.

Candidates :ixould be cncouraged to be as preoisc as possible
when desoribing their positions and duties, i.0., 'food techmologist
in ocharge of quality oontrol laboretory! rether than 'engineer,
employed in food processing industry!, or 'engineer in charge
of metal cutting operations, including design, selection and
operation of machine tools', instuvad of 'ongineer in charge of
metal cutting opcrations'.

The more clearly the position is defined, the cesier the
sclection. An inadequate description could lead to the rejection
of a candidate who might be otherwise acceptable,

The nomination of candidates to UNIDO will be made through
the UNDP Resident Representative. After submission of the
nominations t: UNIDO Headquarters, final selec’ion of candidates
is made by UNIDO in liaison with the FD, and sometimes the
sponsoring egoncy. Before this final selection of candidates
takes place, the PD must satisfy himself that cortain conditions
oan be fulfilled. In making thesc decisions, some of the factors
that must be oonsidercd arei-

The ideal group for these programmes secems to be about

15-20, btut this may depend on the group breakdowm and

partioular programme,

Cheok partioularly that the language of the programmc is

totally soceptablc by all candidatess failure in this

rospect will not only reduce the effoctiveness of the
programme, but creatc additicnal prodvlems.

Make sure that the industry in the host country oan acoept

the projected number of candidates bofore acceptance,

Try to keep a good balanoe of participants geographically

and technically.

Make sure that the seme scleotion oriteria are applied

ogually to men and women oandidates,

Try not to chanze the admission standnrd, even if $his

reduces’ the number of candidatos to less than the ideal,
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The Notes for Participants mey be regarded as ! joindng
instruotions’, and are a minimum souroc of information for
attcndance by participents. Sorc hogt countries nre prepared
tc semd out supplemcntary infomintion in addition, althouch this
may dcpend on the timc awvnilable between scleetion and Joining,
(Bxamplc of Notcs for Perticipants at Appendix I1-C,)

1. Timc Sceles

The time-scalc on which the implcnentation of a procramme
is opemeted mey depend on o nunber of fnctors which arc not
always predictablcs thes. can ronce from the availability of
funds to the ability of the PD to orcanizc the programme in e
partioular industry in the host country, (For cxample, o PD
should nover accopt more candidatcs than he nows he alreandy has
acccptance for),

Wevertheless, cxperiencc has shown thot certain minimum
times oxist for some activitivs, and thc following scale
should be rezarded as a guido, (Sec also 3cction 1.6, on
Planning).

timg I'inimun
Agreement UNIDO/PD/Host Govt,

1 monsh Sending out Aidc Memoire and
nomination papcrs.

6 months 3 months Reoruitacnts circuiation of
infomation in devcloping countries,
Nomination
Dcadline for submisgion

3 wceks 2 weoks Sclection and ruling clarification,
Selection and acceptance of
cendidntcs (Notification by oable)

10 weaks 6 wecks Travel arrangements made,
Start of progromme

4, o4 M i samentas

Make surc that when the lctter of acceptance is scnt out it
is in a form that will meke it possible for the host country to
issue & visa for the participent, if this is noocssary, Ensure that
UWNIDO has an agreed 'start datc! so that cvery partioipant will be
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ceprtain to be in the homt country by that timc, As UNIDO has

to arrance travel throush an agont, makc certain that if specifio
airline: arc to be uscd, this i3 nown to all conremed, (For
exampl., the country's national airline may not have o through
servicc to the host country, whcrcas another airlinc may haves
such transit changes may rosult in arrivel delays).

If possidlc, the host country should be asble to send
infommaticn to partieipants nbout thc arrangcments made for their
reception in the host country before they depart, An example
of such spccial notcs for participants is included at Appendis II.D,
Particuloar attcntion must be paid to the addresses given by
participants if this course is takent it is advisable to send this
infommation to th. mailing nddrcess, with a copy to the participants!
home addrces as wecll., Wherce timc does not pemmit this arrongement,
or it is not possible for other rcnsons, this dctailed information
oan be l.ft at the information desk ot the airport of arrival.

(But sec also 5 below),

9 i o) ticipants in Hogt Co 3

It is very importent that participenrs are wcll taken carc
of from the first moment of nrrival, as their first impressions
of the host country arc very likely t» have o direct bearing
on their attitude to thc progre me,

The participants should Le usked to nerive in the host
oountry a fow days before thc oommencement of the programme, in
ordor to allow for rocovery from 'jct-lag! and noclimatigation,
For cxample, if thc officinl commencement of the programmc is
on a Monday, the partioipants should bc instructed to arrive
the previous Friday or Saturday.

Arrongements must bc made for the participants! countey or
opganisation to notify the PD (or recciving organization where
this is different) by teleprint or oablc at lcast three days in
advancc of errivel, giving flight numbor and expeoted arriwvel
time, (In some countries this may rogquirc despatoh of the oable
earlier than throo days).
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If tho airport is sufficicntly compact to ellow of the
arranganent, it is advisablc for somconc from the PD's stoff
to be prosent at the 2irport to aect ond weleome +he participants,
If this is not possiblc (such ac H:othrow, Loncon), then the
participants should hove adequate instructions cithep gent in
advance, as above, or by flight announcement on arrivel, to
enablc them to mect welcoming represintatives, or to obtain
the further infomnation they requirc from airport infommation
deska, Any such inf:mmation provided at the airpsort should be
placod in o gealed envolepe with the participants namc and country
clearly markced, to:cther with the oddress of the welcoming
organisetion op PD, and tclcphone number, If possiblc, the
airport arrival infommation service should be askced to rnotify
if the partioipant foils to &rrive on the advised flight,

duch infommation should be very cxplicit, znd written in the
simplest possible temma, to avoid misunderstandings, If the
language of the progroammc is differcnt from that of the host
country, then an explanction should be ziven of any notices oy
signe which they arc likcly to nced to find their way obout the
airport, Similarly, if the participants are to be met, clear
instructions should be given about identification of the progremme
represontatives,

Any writton inatructions awaiting the participants at the
airport must contain detciled travelling instructions fyom the
airport to wherc theip tcoommodation is, toi,cther with o mall
sum of money in the country's currcncy, sufficicnt to cover the
transportation fare to the accommodation plus, say, a cup of
coffec or tea, (Not evcry participant will arrive with o supply
of ourrency of thc¢ host country, and in some countpion there are
exchange difficultics),

Do not rcly on the faot that instructions have been sent
direct to the participant, unluss an scknowledgement has been
Peceived, It ie better to dupliccte infommation at the airpors
of arrival, than to have participants loeing their way.

—
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If possitlc, notify pessport oontrol and immigration
euthoritics about the arrival and purposc of the participantst
visit, Therc ore ecmetimes rolitieal or other pee-ons which
oan cous. frustreting delrys between countrics,

6. Ageommocati ont

Lt thiir hotel or hall of pesidones the participants should
find more information about theoir host country, (Maps, placces
of entortainment, local tronsport, cte.). This kind of material
is often frecly aveileble from the national tourist offices.
There should alsn be further instmuctions about the firae meeting
with the procromme stef f, vho mlould contact thc participants ag
soon as possible aftcr arpival,

It ism advisablc to accommodotc all the participonts
together, and within cesy reach of the place of instruction,
This will not only mak: control easicr, but will enablc them to
get %o know each other morc quickly,

The accommodation should bo comfortable bat within she N
financial range of the participonts, Whencver Possible, single
rooms should be provided, with cssential scrviccs (bath/shower/
toilet) eithcr en suite or close by.

If possible, there should "¢ & yoom which may" be used in
common, as .o sitting room, TV room, or for informal mcetings,
and which is exclusively for the usc of participants, in addition
to any rooms which they may sharc with otﬁem,

Make certain that the method of poyment for accommodation
is clear - whether they arc required to pay iudividually fgom
stipends, or poyment is made from contral funds, !'zke cleay
what the payment involves, i.c, mecale, etc, and no drinks
included,

It should bc made cloar to the participants if they apc
sxpected to stay at thc accommodation arranged for them, 1f, in
spite of this, thcy move to other teocommodation, they must be made

r



aware that thoy will bc responsiblc for all additional
oxponsce, and will not rcccive any refund of the cost of the
officially arrangcd acconmodati .,

T. First Mcetinggs

An infommal mceting should be arpanged for all participents
soon after their arrival, thc aim being 1o introducc thom to ench
other and to thc programmc menagement, For cxample, thoy could
meet on a Jaturday morning if the progremme bezins on the Monday,
and this may be follcwed by = sccond mesting on the Sunday,

In order to weld the partici pants and thc course managomont
into a tcam as early as possible, it is an excellent idea to
ambark on & soecial programmc during; these first two days. This
could be o tour of any city or arca they arc living in, with a
guide who coan identify placcs and landuarke, They should also
bc allowed aomc frec time,

Other information which will bc usceful to them during theiy
stay cen be madc available at this time, such as postal ratcs,
bamking instructions, Inbassy addresscs, oxcess baggngc ratos,
looal tronsport oharics and routcs, ctc,

The PD and his staff should mokc cvery cffort to get to
know each participant incividually during these first fow days
Ary general or personal problems should be discusscd specidl
food requiremcnts arranged for, or any difficultice pesolved,

If suoh matters are not atticnded to at this timc, they can often
8rovw into major problems et a later datc, At the some time the
direoting staff should be asscesin;, the participants with a
view to their industrial attachments, and in somc cases, could
begin disoussions on this subjcot,

80 Inau . io { ]
Tho commenccmont of the programmc should be opened in o mope
or less formal manney, For example, thc senior person in the
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organization or somc suitablc industrirl or political
personality could welcomc thum officially to thc programmc,
This could be followed by o eimple recepiion, prelferably not
in the samc arca in which they ill Yo working,

The next stage should be to inforn the participants about
the objectives of the progrommc, and the broad cutline of the
plan, If it is being held in a large institution, a quick tour
of other departments and oreas would be worthwhile,

Formal introduction by the programme monagement should be
followed by ench participant jiving nis or her professional
background, job occupicd, cte, Any additionzl general information
which the progremme management finds ncceasary for participants

.

may be given at this timc, i.c¢, a2 short hiatory of the country,

labour rclations, political or economic systams, etc,

A Yelcome Lunch or Dinner could be hcld on once of the first

doys, at which repreaentatives of participating orgenizations
could be invited to attend, However, it is rccommended $hat
cfforts in this direcction should not be greatcr than can be
maintaincd over the wholc programme.,

9. gogial and Cultural Progrwmmes

The social programmce will depend %o some extemt on the
funds available, but ~ lot can be donc in this most important
aspect without spending too muoh moncy; it hclpe to intcgrate
the groupp provokes greater interest in the programme, and can
oontridbute greatly to an understanding of the hout country; as
well as helping to solve the sometimes diffiocult spore-time
problem at weckonds,

Social activitics which can bc casily arranged include
sigh¢-scoing tours, visite to places of historical or cultural
interest or tochnioal achievementy local or national clubs,
sporting activities,

,.__4
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Anothor activity whioh has proved successful is to arrenge
somo poriod or cvenings during which cach member of the
programme jives a short talk, preferably illustrnicd with slides, eto,,
about his or her ovn country, its history, treditions, industiriecs,
eto,

If the PD is in = position to send out the information
referred to in paragyeph /4 of this scction, a note could be
included to encouragc participants to oring any records, slides
cr snall musical instruments for such an cccasion,

As the programme devclops, it is botter to let the
participants make their own colleetive decision avout how much
or how littlc organization they would like on the wmooial side,
80 long as thay have thc feeclin; that intorcst in, and support
of, thoir needs is aveilable,
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1, Contents . .. .. C e

The content of the theore. _cnl port of ti_\e Frogemmnc et

be based ong
2) - The objectives of the total programmc,
b) The perticipant's "srofilen,
¢) 'The theoretical knowledi:c needed to support thc
industrial attachments, ‘
4) The need, if any, for lancungc treining, .
¢)  The PD's previous expericnoce, .
Whatever the major subjeet, it is important to inolude,
in ench Programme, scssions ong .
a)  Management end industrial rolations, eyg. motivation,,
sroup behaviour, lcaderahip, supervision, ‘paﬂioipattoa,
reaistance ond adaption tc change, .
b) Training techniques and how to transfer knowledze,
IEvery participant must be rogarded as somebody who,
on returing to his or hep country, will pass on much
of what hc or she has lcormed,
©) The problams of the transfer of technology and how

technologiocnl innovation mugt be releted to looal
and world nceds,

2. Planning

When planning the theoretical procramme, the

a)
b)
°)
d)
°)
f)

The time noeded - and the timc aveilable,

The most suitable training methods,

How long to devotc to ¢ach scasion,

How meny scesions per day.

How many speakcrs to usc in each procrosme,

How to meintain intcpost at diffioult periods during
the day, i,e, after lunoh or in thc evenings,

The progromme plan should be flexible and should be oapable

of some modifiontion aftep oontaot

the firet onc or two wecks,

PD must consider

with the group of participants in
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m«mnmmo.mmuum
esoomnt of previous N00esscs and nistaken, Wt the M must b
PEepaRed for differemt peuferences in aubsaguent _rowpe,

Barlicr mocesses may booame failurce end xios YaBES.
o Imiaialathedar |
hounmunuﬂbeon\hew«m

sanbers of the croup in all parte of the programmc. In %he initdal
00agee it may de more diffioult to develop thie participation withia
M| intemational group tham with a national growp, and a positive
offort by the M will be necded, One of the moet iapertant jobe

n&ont-tommtmlm in the pregramme of
all the participmntas.

Growp work baged on Probl@-solving emcrei ses thould fomm
-wwotwme. h--uamﬂ.ﬂn
Muum;e«m-mmnm-m«m
Mormsmnxmummmw
invelved mnd aleo help to beoak down wy imitial baswiese
between them,

I'mmubomwd‘omutmm
of preswmtation, taking uestions and conmente a8 ey artoe,
u.tm-umn-uomunemqsm
tmumunﬁuum-mm‘uw
", Good perecnal contecs, xuumm.m-—
instoustore ol participante is of decisive inportanee for e
Mosess of the wiire training progremne,

TR Se™
8) Keep teaching aids as sinple a8 peseidie, Mbe owpe

Mamm‘m.uvm'“ﬂd.
1o miladle,

%)  Bwmaber that very wphistioated aide mag:
1) COreate move imtepest in the oquipment Wham ia e
Jeotupe,

i) mmumutqmmauamm



d)

v)
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for satisfeotomy tcaching - cven Show h thy
mag not o Purdily aveilrblc in She home coumtey
of the particip 1%,

dcver cnoouragc N sicaker t0 use an ~id with which ke

15 not fomilinek, Do not tllow cowjlicatcd wuipment

tue the leetua P = cp the PD - in = g, 4d hamcasy

thone Jovices N intonded A8 nide = not e n

strn t-gnokct,

In addition te - chalk bowpd, the £ llowin_ Scadhing

aida may L usufuly

1) Maonctic board, flaandl; reph o riip oham,

ii) Owcrhenc A jectop

1i1) S1ide perjector,

iv) Pl projector (e widon tape rcopdur),

v)  Tape reeorder

vi) Closcd Cirouit Tcluvision (COTV).

Rememdor that _labopatc atds arv nc subetitese for

a rood Soncher,

5 Deaching Acsamm datiopt

e main tcaokin. r-om should be ohosen o previde
osmfortablc wrking condittons comducin to concomtpated otuly
W the participants, The PD sh -1¢ poy particulas attumtion %01

a)

»)

Bisc - appropriasc for tshu gpowp, ncither too mall
RAE toc laxge, an! adaptable for diffescnt seating
areangcaonts,

Tmpopatupy nnd vontiletion « cepuoial ly whom the room
1o daskinud for alides or film projecttion,

Woige = 1oth fyom outeide and from within the wilding
i%edlr,

Lighting - must b rondily comtpollcd for showing of
slidcs, f‘ltn. cte,

Chaire omd tablie = comfortable scatime (without ing
slucp=inducin, ) and ~doquate dusk/table spase fee
papere, folders, etc,



€) A sorvum fee showin, slides, films, otc, is essemtial.
If an owveslioad projootor is uscd, & soparete iqolined
fuscon is Pocommendec, A scpapate prc jcetion room mag
be desirabdlc, :

¢) Cloek roome and toilet frcilities (inocluding drinking
wateP) - muat Le ncar as hand,

™ arren; ment of soatin: slays o wery tmportant part in
poEmeting discussion and intorchonges Dctwees participants, Rowe
of sents, onc bebdmd nmother, should be avoided, AU = op ¥ =
avangement, with Shc open cad towards the leotu@er, sorven,ete,
18 veoy satisfactcry. A closcd oirels is convemient for disouseions v
e no sliice, filme, cte, arc being showm. Whatcver the seating :
Pengamint, a placc must be provided for the P (or ome of Me
staft),

Saller roms should be availablc for the partiocipants
when thy divide into working groups, Phcre should be ome
FOERE P group, equipped with n tablc around whioh the growp
aepbere oan sit, This is thc ideal, though somctimes {4 neg
net Yo poesttles im such ccu.s, separcte the groups into
@ ferent parts of the samc room, or usc protable soreevns,

All rooms must heve cloar signeboards, Whorc necesoasy,
drestion aswouws must b placcd to help participants find
heir vy,

6. Siastahla PAanninci

™he spoed of Srainine md the depth of covesage of a
uhjoet are the two main varioblcs which should b matahed with
he noede of wach partiocular intomational grouwp during the
heoretionl pasrt of Shc pro_Temme. .

Lecturce should be short - shortcr tham for o "matiomal®
SPoup with no lamtwagc protlems. e maxiowm longth should W ,
@ nimtes, Wherc may be may adventaces in breaking this dowm
190 sustions of 10=13 minutes vith o pouse for questions and ';
SRS Ytween suotione,
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Vhotever the stylc of the licturcr, thc timetable must
allow adequetce time for qucations and disoussion - at lcast
15 minutes in & 1 hour scesion, The FD has an imj.urtant
role to play in cnoourecing discussion, stimuloting questions
and relatiy the points made by the lecturcr to carlier (and
later) ports of the prosramme and to whot the PD hes lozamed about
participants' individurl interests, .

The timetablo should be planncd te provide a 15=30 minute
break in moming cnd aftcrmocon teaching scssiona for coffec, ten,
stc.,, 08 wcll os the mid-day lunch break, which should b at
least 13 hours, prefcrably 15, This gives perticipants an
opportunity to tali- in an infomal atmospherc to the leoturer
and reisc individunl problums which they riisht be more reluctant
to mention durin; thc session, licmember thot in many countrics
an extcnded lunch break or 'sicotat is the nomm, and some
participants will find it diffioult to adept to o Luropean day,

I/hen pessible, speakers, cspecinlly thosc visiting the
programmc for onc contpibution only, should be invited to stey
on for dimmcr and en infommnl evening ohat with the pertioipants,

T.  Sclection of Spegkers/lcoturerss

Thc characteristics to look for when selceciing & spoaker

arc thet he shoulds

a) have o lively ond stimulating porsonality;

b) have on camy and flumnt command of tho programme
langunge and the ability to usc simple and casily
wndorstood. apeech, without to. moany "diffiowlt"
words)

¢) awoid use of mctaphors and idiomatic phrases, or
extreme colloquinlisms which moy be incomprehonsible
%o partioipantey ‘

i) be eblo to ongage and hold the intcrost of a growp
with differin; bookgrounds) _

e) bc awarc of and sympathotio with the problems and
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nceds of developins cowntrics and bc able to seo
the rolovance of his expertisc to those nceds
and problums}
£) heve comprchensive and up-to-datc knowlcdge of his subject,

When selecting speakors, teaching obility is more impéstant
than oxpert knmowled c, INever choose nn expoert in the subject
unlees you lmow he is zlso n ocd teacher,

The heat zsuide to the suitnvility of a epeeker is the
PD's personcl kmowlodge of that speaker., When he does not have
this lmowledge, hc moy be ablc to obtoin advice from colleagues,
The general reputation of o speaker moy have to be used as &
bosis for sclection in some ooscs but this is not alwoys a
reliable puide,

The reaotion of 2 potentiel spoaker to the requiroments
get out in the initial approach should also help to indiocate
suitability - but thore is no substitutc for the PD's personal
exporionce, With a programmc buing run for the first time,
rigks will have to be taken - and mistakcs will be madc, But
the scoond progroamme will bLe better,

In gencrel it is advisable to 1limit the numbor of
loocturers by selcctin: (ool toachers capable of ccvering
several oonsogutive scsaions,

Suitcble spcokors moy be identified during the plamning
stagc of the programmec. Informal contact can be uscful at this
point to vstablish - tontatively, at lenst -~ the speakor's
intorest in contributin; to the programme,

8. DBric [+)
Ae soon as possiblc - well Lofore the progreamme starts -
send ench speakexs
&) A ocopy of the Aide-Memoire,

b) Dectails of the provisional datc and timo of his
leoture,



h)

i)

3)

k)

1)
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Information on foe, financial aorrencements, ote,
Confirmmation of the subjeet of i lceture ond the
roquireg breadth, beoey, and depth of coverna,

A list of releted lecturcs (and the names of the
sponkeras ),

L provisional list of particizants vith details of
their jobs ang omploying orgenizntionsg,

Guidencc on the otylc of prosentation desired -
infomal, with Dlenty of time anda opportunity for
di soussion and interchanze of idcag, ete,

A worning (when appropri o.tc) that the "prosramme
languecc! is not the first langunge of the
Participants and of the need to make allowance for
this in his presentation,

& Poquest to preparc o written handout (scc
paragraph 10 - gritten paterinl) and o notification
of the dotc by which this must roach the FD (who
may have to arrange for roproduction),

Dctails of facilitics aveilable blackboerds,
slido projectors, ctc,

in invitotion to et in touch with the PD to discuss
any difficuliics,

In invitation 40 o meeting which will attempt to
obtain continuity and provert overlapping of
subject matcrial,

9, «tails fo g
Two or threc wecks befop he is due to speak, send
%o each speaiter;
a) A copy of the Proc:ramme,
b) Confimation of date and time of -his leotupe,
o) Ay nocossary guidance on trevelling arrengements,

oar parking facilitics, cte,




10,

1.

f)
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A list of prrticipanta with any information
availeblc on special intcrests, cte,

A roquest for detoils of eny toaching aidg -
vepceially slidc nnd £41 projcctors thnat will
be nceded,

Any changes relative to the iuitial bpi cfing,

Heiften Matorials

a)

b)

d)

Frovidc cach perticipant with writton notces covering,
at least, thc cmsential points of cach lecture,
Include cs.ics of the rost inportent diagroms,
cropas, scts of fisurcs that the lecturer uses,

in the languoic of inetruction,

Tell the participants, before any lccture, what
written materinl is being provided, ond encoure;e
tham to concentratc on what the speaker is saying
rother than spend iime teking notes themsclvos,
Consider carefully when to i etributc written
materinl, If simultancous translotion is being ueod,
notes should be cistributed beforchond, btut any
written matcrial (iven out immedictely bLeforo or
during o lecture tends to distract attention from
the speaker, If notes arc given out wcll beforchand,
it is cssncital to romind participants to study thom
before they attond the lceture, _

A11 papers phould be produced in a standard sisc and
fomat and shculd be punched to fit the filo cover
or folders providod,

AL § O o) cCclt

a)

Baoh participant sh uld bo suppliod with filc covers
(or fulders) with ro;ister pages if possidle, to hold
locture natesy  filc paper, firm-bocked note ped or
clipwboard, ball-point pen, pencil, rubber, mulcr,
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Noserve supplics of thesc items should be kept
in thce main tcaching room,
DY In the main teaching room there should be a supply
of skctching paper, paper punch, staplcr, pencil
sharponcr, It is elso useful %o have wrapping
pepery otring, adliesive tape at hend,
c) It is uscful to have avnilablc o fow reforence books,
partioularly t5 hel; with prolloms of variations in
nomenclaturc, tugcther with simple cictionaries in
several lengueges, say, Inglish - French - Cemman -
Italian - Spanish, o8 appropriatc,
d) It is helpful to provide, for the pearticipantss
i)  Somc typing and photo-copying facilities, but be
very clear about the conditions of usc,

ii) A tclephone - with an explanation of how 1o use
1% and thc method of choarging for salls made,
prefercbly by pre-poymont,

e) A world map, with markcr pins, placed in the main
teaching room,

£) It is convenient tc havc, casily available, a strect
map of the local town, local transport maps and
timetabdbloes,

12.  Continuous Tveluations
Three types of cvoluation must be carricd out during
a pro;remme
a) Continucus or rwming ovaluation throughout the
theorstical part of the programme,
b)  Continucus or ruming ewvnluation of the practiocal
in-plant training, (Sec nlso Seoticn 1V,10(b) ).
©) Ovorall evnluation at the end of the programno,
Bvaluation mothods arc dealt with scparately in this
momunl, (See scotion VI, } and 2),
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1. In-plent ‘Ureining for Qrowps or Individunlsy

This pericd of werking ciperionce in indust?y 1s the
euentialfoore of the in<plant craining progremme. Its _
purpose is to teach the partiocipants preoctical and mmagoﬂal
techniques and to allew them t cbescrve the industrial methods
and organization of $he hest country., As for as possible
it should be bascd on active participation rathcr than passive
observation. In-plont treining moy sometimes be in o govermmont
organigation but, for simplicity, it will be reforred to hepe
as "the plant", ‘

The in-plant training cttachment is the most important
as well as the moet difficult port of the Programme for the
FD to organige and control, Sufficient timc should be allowed
for making the arrangements which can take iap to one man-week
per attachmont,

2,  Generals
o) Choice of Plant

The plent chosen must be appropriate in sigo and
type of technology, It need not, and perhaps shoulqd
not, be o modern 'show' placc, A list of suitable
plants should be prenared beforc it is finnlly agreed
that the programme w1l be held, Remenber, however,
that smnll fimms may find it diffiocult to train and
accommodate more than one person, whorcas larger
firms may be more willing to uceept o group,

b) GOro divid attachnc
Depending on the naturc of tho course and the type
of industry in which it is bein; operated, a decision
has to be made whethor attochments are 5 be as
individuals or as groups. Therc arc other faoctors
which will influence this docisiony the ability of
o firtm to accept a group of peop¥e, thc period of the
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attachment, and thc willingmess or otherwise of

of the participants to work as singlc units, In

any cvant, it ig be.ter to limit crours to six
membors or lesej & larger number than this makos
instruotion and control difficult, particularly if
interpretation is required, Croup programmos ore
usually loss complicated for the PD from an orgeniga-
tional point of viow.

c) ze_Problcms

If the programme lancuage is different from the host

oountry languaCec, the plant must have sufficiont

speckers of the programie language who have safficiont
time available and who erc at the right level, If
such people arec not available, interpreters will

be noeded,

Typos of intorprotors

i) Technical tutors who are also intcrpreters,

ii) Professionnl tcohniocal interpretors,

i11) Looal "somi-participants" (e.. undergraduates ),

iv) Local participants willing to interpret,

v) Professional (non-technical) interpreters,

Of thesc, (v) is th. lcast suitablc.,  ho work is very
demanding, so intorpreters necd to be enthusiastio and also
willing %o bo in the plant enviromment, It is important to
check in advance on their willingness to be so involved,

3. AchEveshes- 1o Plants:

a) oach %o t
It is cssential to approach plants before final
agreament to run the Programme is made with UNIDO,
It i8 not enouch to got egreement in principle from
a central authority cxcept in very centrally controlled
industries, Professional assmociations oan somotimes



b)

-3 -

advise, but it is usually best for the PD to make

the request to the plants himself, The actual method
of approach will depcnd on the PD and the countryts
traditions, I, for instance, the PD already knows
somecone in the plant, it is useful to spoek to him
firet and ask who would dcal with thia typc of training
request. This may be the trainin; officcr, personncl
officer or a production manager. If this person is
sympathetic but counnt give final agrecment to accept
a participant or ;roup, thc¢ PD should find out who
cen give authority,

ﬂgﬁ lg»ner to Plonts

This confimms the first, infommal, approach and asks

for a promisc to takc nne or more participants, It

is usually bctter to write o fairly concise lctter

and cnclome other information., The following minimum

informmation will be ncudeds

i) Explanation of PD's function and his organigation,

ii) Purpose of UNIDO Programmes,

11i) Summary of Programmc.,

iv) "Candidate profile" including level, ocxperience,
¢ducation, languege,

v)  Type of training required.

vi) Period and dates (if known).

vii) Pees and cxpenscs payable,

viii)Participant's finoncinl support.

ix) Who will arrangc accommodation.

x) Responsibilitice and attendence,

xi) Insurance agninst injury and thyid party liability,

xii) Visits by PD,




4,

-35 -

Confimation o ofzemme
When sufficient positive replics have been received,
final agresmcent con be mode with UNIDO,

In somc circumstances information listed for the
first approach may be sent at thie stagce, If detail
has already becn sent out, only the Aide-Memoire
(or similar infomation) nced ;o at this stoge, with

a lottor sayiiy; that the names of the actual
porticipant(s) thoy will be asked to takce will follow
atter the stert of the Programme,

u}ow;og of Partiocipants:

a)

b)

felection of candidatces

As soon as application forms and any additional
questionnnircs are reccived, it is useful for the
FD to try 1o match candidates and suitable plants,

At the sclcection meeting the possibility of finding
a suitable industrinl attachment must Lo considered,
In a fow cases it might not be poseible to accept

an otherwisc suitable oandidatc if no suitable plant
were available. After offers heve been dispatched,
groups and individuc'. participants are allocated
provisionally.

Einal oljocotion to plents

Very carly in the Programme, each participant should
be intcrviewed to discuss his or her nceds and
decide on the final placement. It is best pot to
give participa.ntar or the plant the final choice., It
is alsc wise not to turn down an offer from a plant
whioch is kecn to hel) gnlecss therc are insufficient
perticipants or no onc¢ who would fit what the plant
can offer, However, the nceds of the participants
should be paramount,
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The following points should be borne in mind when
placing participants:

i) 8ise of plant. .
ii) Type of technology.
iii) Type of study assignment, .

iv) Whether therc should be one long or several
shorter nvtachments,

v) Prcferences and rostrictions on employment
of plants and participants,

Confimation to Plart .
This lettcr should includc the followings
a) Namec and all nccessary details of participants
or group, (nationality, age, sex, cducation, N
Job, experience), :
b) Ixact dates,
c) Roquest for infomation on reporting time,

protective clothing, how to reach plant, etc,
d) Information on visits by PD o® stoff,

tails of Industrial Trainin:
Thc ideal is a vory detailed (daily) progremme worked
out betwoun the PD and plant training staff. The
FD should d» all th~. is possible t~ get this but
must avoid putting unreasonable pressure on buay
people and must romcmbor that, especially in somc
industrics, unexpectcd pressurcs can prevent the ideal,

Discussion of the training schedulc can begin as soon

as agreement with the plant has been reached, and

details arin.nged after th: participant or group is

allocated, The following points may be usefuls

a) Individual schcdules oan be mopc flexible than
group schedules,

b) If possiblc, the FD or staff should visit the
plant to disouss the training,



f)

g)

- -

It may Lo casicr tc nsk the plant to produce
training planes for Jiscussion rethor than try
to tell thom what to do,

The poereon in lic plant responsibic for plamming
the training should Le known by nemc to the PD,
In smnll firme this moy be the owner or managing
directcry in larger fims the training offiecr,
a monber of training staff or several delecated
people may be rosponsible,  In every casc therc
should be a profcssional/tcchnical person who is
guide and fricnd to the participant, Hc is
usunlly callcd the Tndustrial Tutor,

Most of the UNIDO trainees will bc expericneed
managers in thoir own countricsi  when arponcing
attachmente to industry in the hoet ocountry,
endeavour to nake thie point clear, Incourage
the plant to loock ot the attachment as being the
tomporary coguisition of an cxperienced man,
and to treat and usec him as such.

Specific assisnocnis coan be cxtremcly useful,
and arc cesential if the participants are in an
industry where they cammot casily participate in
day=-to-ioy wopd, Such an assei ym.nt mey, for
instance, cxposc problons, and thus cncourage
participants to analysc or consider how
proccdures cte, could be adapted to their owm
countrice,

Participants should be encouraged to keep o daily
record of evonts a3 this will help them to think
about what has been scin and donc, os well as
helping in compiling their reports at $he ond
of thc progromme,

—



b)

The participantes may boe coneemed nbout she industrial
attaclment | opiod,  Laron, the carly pret of the
prosrommc thyy abiould Lo puusaurad, - iven infommntion
about the host countey's industrics, "nd tH1ld whnt
will Lo expeetcd of thun, (Tspe inlly if shoere is
likely to e stronuoue industriacl shop-floor work).
They should be oncoure (1 ¢ ¢ apd thicmselves e
tamporary munirs of the sinff ~f the company ¢
which they arc vt bo atvtached, enther than s
privilos vl viait ora,

It should ~lsc be jointed i to thor thet the plants
to which they nrc ~ttnchd) nay Lo quite Jifferoent %o

those of their own courniricsy oven in the same industey,

v

and possibly Liffircnt to thiir ~wn cxpoctations,

Raal

Before the departuprd for thair industrial nttachmonts,

the PD should have o scesion to talk nbout this pags

of the pro~panme with the participants, Matters to
be coveped shoulid ineclwdleg

1)  Treevil detaile (Documents, cte, - sec pare.B),

11) Infommrtion om  he host country's ndustry and
industrinl rilaticns (thouch this should have
buen covepud enrlicr in the prosremmc),

111) What will L roquired from tham Ly way of
reports, .tc,

iv) Visits which will %« madc to them whilst on
attnohrent,

v)  Bacoure ament to co=opurate, perhaps momtioning
the effect om future courscs, and the reputation
of their own country, (This aort of beiefing
depends very much on the pelationship of she
PD with the . poup),
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vi) Instructions on what to du if things appear
to Lo gotng weong,
8.  Wuitten Instructions to F rtiolaantel

The participants shiould be iven the following weitton

inetructions and informationt

a) Travcl detnils and maps,

b)  Address and fclephone number of accommodation,

¢) lddress and tolephonc number of plant,

d)  Addrces and tclophonc number of PD,

¢)  Who to report to and when, or who will collect him "
or her (i.¢. from railway or Ybus station).

f) Detnils of responeibilities and houre of attendance, Ry
¢} Instruction for reports and cther work during
atinciment, -

h) List of where fellow perticipants will be working,

tclophone numbers and addyrcsscs,

9. HEittun Instmuctions to Planty

The plant should e sert most of the dcteile 'von to $he

participonts, and dircetions should be given on action to be
tako if the participant fails to arrive vithin a reasonable
fimc from shat given, They should aleo know what to do if any
diffioultics arisc on vither gide, or the pepticipant frils %o
confom to the nopnl  xpeectrtioag of the plant,

10,  gentwel and Gontmot durin, and aftcp Attechments

») Firet dar of atigchmant
In somc onscs participants moy be tzken to the plant
Wy the PD or his atnff,
It is vory important that somcone should be aweilable
at thc PD's office in cnasc nny participant has problems,
mich as not finding the jplant or hawving sorious mis-
civings about ais or hop attachment,

®)  Contact durii. nttachmeqt:
It {s very important that neither the partioipant nor
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the plant steff should feel frrgotten by the PD,

It is also important not to make unrcosonable
demande on thc plant staff's time. In srder to

get continu-us eveluciion, it is uscful to ask for
woeekly short rcports from the participants,
egpecinlly after the first weok, o3 a check on how
well they have gettled down, A printcd form and
pre-addresscd, stamped envelepe helps to ensurc its

prompt dispatch,

Lvaluation method is Cenlt with separately in this

manual (Sec Section VI, 1 and 2),

The PD or his stafl should vieit participents at

lcast oncc and tolk to the troining officer,
industrinl tutor, participont(s), togcther and
scparately, If thce plant is helping for the first
time, or if problems arc cxpected, visits should be
made corly in tho attnchmont, Somconc should always
be available to visit at once if there arc any serious
difficultics,

Report writin:

During their period of industrial attachment, or after
their return, the participonts write renorts and
there ghoul’ als> b _roup Ciscussions, in which some
FD's may wish to involve plant staff, A report from
participants, scen and signed Ly fic industrial tutor,
may aleo be uscful,

ketters of thanks

48 sson as possible the FD should writc and thank the
plant staff and, if things have gone well, add the
hopc that they will coe-operatc in future courses,

Plants often likc to sav the pariicipants! final reports,

especinlly if they refleet well on their fizm, Pleni
oontacts apprcciate invitations to final ccromonics

and paytics,
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11, Visitg to Incustry anc other Orjanizations:
(Eoch of half to on.edoy durction)

lae ¢

oacn necds to bhe similar to that foo sattachments,

Larger, more scphisticatcd plante may be suitable for visits

even if they orc less suitable £or practical attachments,

The following points shouwld be romombered:

a)

b)

c)

d)

h)

i)

The plant should be tcld thot the ~roup arc
professionals, not tourists,

The guides should be able to answer organizational
anc tuchnicnl qucstions,

The poxrticipents should be split into small groups
in orcder to scc and henr properly and bte able to
ask questions,

The party may necd to hove suitable proteotive
clething,

The visit should be the correct length and the
party must arrive and leave on time,

Visits can sonotimes be partly social or cultural,
Fimms may offer hospitality on the day of the visit,
in which casc any spceial dictary requirements
should be mentioncd beforehand,

Inform cveryone of spucific rules, i.c. no smoking,
taking photosraphs, -tc,

If possiblc, a mceting should be arranged, after the
tour of thc plant, with qualificd personnel who
would be prepered to answer questions relating

to production processcs, ctc,
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1. Certificatce of Attondances

The In-plent training progrommes ore intended to import
knowled, . over a spccific ficle or technololy, and offer no
academic qualificotions, diplomn or ooy other reeo mized
stendard of achicvement, !Mowvertheless, it is often very

important for o perscun whe has attended such n programmc to be

LS

ablc to producc cvidence thet he or she has donc 8oy in somc

countrics it is almost o ncecasity, Since onv form »f cxomination

| 74
is neither possiblc nor Acsirable, the most thot can be offered e
s uenally o fom of words indicoting that the poarticipent has

-
tparticipated and completed! the progromme.
2. “Re-Entry' letter to Imploycr:

“h

In=-plont Troining Projrammes last ~bout 3 months or ao,

= A

and taking into acceunt troavelling time, the participants will
have tecn absent fron their orgonizetion for 2 considerable

time, During this 2bsecnce, it is likcly that changes will have

!

tkon place, nnd it cannot be assumed that on their return, the
participents simply take ur their old job wherc they left off,

It is 2lso possible that the participantts cmployor and
colleagucs may not bu awarc of the knowledse and cxpericnce
which thcy heve gaineld, or know to whut cxtent it will be useful
to the organization,

It could bc helpful to the participant if o lotter is sent
by thc PD to the employer shortly Lefore the porticipant?s
return, drawing attention to the faet that I'r. or Ms, X will
shortly be rcturning from the training nrogramme, and iving some
details of the programmc content and the work done, (It might
aleo say that 'ir, or i's, X ig looking foruard to moking use of

this new knowledge on return),

The deeision to send o lettor of this kind should be
agreed by the PD with the participant beforehand, and not sent as
a matter of coursc,




As there can be neny delars in the dclivery of moil, it
is sugsested that the prrticipant ¢nld offer help about the
timing of the despatch of such @ litter, in order that it will
arrive before hic or her roturr

3. Participents! Jiarl Reporss

Yohe participonts are regacetc” 1o srepare an incivicual
report of 4 to 6 typomittia poies on problass and methods
studicd during the troini-y prosrwmme and on the applieability
of the mctheds in their home countries,  Thusce reports will be
distributed to ti.c sponsorin. o cencies! -~ Quote from UNIDO

Aidc=ilemoirc,

PD'e staff should offer any help required Ly participents
in compiling this report, but it must Le in the participants own
words, A list of possible headings might be _iven, as belows

©)  Background information on porticipant's work in

home country,

k)  Administretive cepects (in home country, travelling,

introduction and pro;remme period),

¢) Technicel aspucts of the programme -

Theorctical part ; in o summerized fomm,
Practical part not Jjust o repetition of
Stuly visits ) thc prograr e,
d) Teaching metcrial reccived (literaturc, pamphlets,

books, <tc,) as ~n Annex,

o
~—

Pospibilitice for ivwjlementation in poarticipent's
sreganization,
f) Any matters Luteidc tiwe tochnical prosramme,

¢) Goneral aspects of the pre;ramme as o whole,
The omphagis =f the rcport should Le on item (e),

When requesting partipants to preparc this rcport, cmphasise
that copics will have to Lc nade from their draft, and that
legibility is import,
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4 Final Scmipcr - Timc sealog

This lest part of the programme is intended to cover
three arcss: reports, both on attnchment periods amd tho whole
proframmcy o numler of specizl subjcets which may not hoave been
relevant until this point in the presiramme, <., lectures on
communications and cisgemin~tion of knowlid: ¢, problems of
knowledge transfor between differont cowrtrics; and lastly,
evaluation of the cniirce srogroamie, Loth by the host country
organization and by UNIDO,

Therc is a divergence of op nion on the amount of time -~
roquired for this lost scotion of the programms;  in some cases
onc week has sufficed, in others tws wecks have been ellocated,
If onc takes into account the timc required for erranging the
return journey, plus in somc casce, cxist visag, cte,, one week
is rather short, At lecst oncy and at best two doys should
be availabdle as free time for participants to complcte theip » K |

departurc arronzemonts, I

Tcaching lcvelss If additional subjccts ere included in
this final semina ar, thc level »f teaching must Lo high, since
by this time, the participants Veing fully conversant with the
teaching laong ogcy will tend to Le eriticel of motter which docse
not in their opinion, reach the lcvels they have T on led to |
expect,

Revision and questicns; Onc day at least should So sct agide

for revision of matter leammcd during the programmc, ond
possibly for discussions in arens where there is gome doubt,
or gape in knowledge,

Reports of a¥tachmertss Those moy Le written Juring this final

period; some parts of the meterial may well have been put together
during thc attachment period, but mony porticipants may require
help from the directing staff in their final report,
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Depending on tha coacsion of the group, a day could he
sct aside ‘uring which participants report individually (or
in the cosc of group nttachments, ac a rroup) on their
ettacimients, to the othir nembers ~f the programme, fThis '
could be roserded as part of their report, or Lo treated
separatcly, Every attompt chould L¢ made to assist the
porticipants with presont,ntibn, .. the use of any visunl
alus, cte,, as this cen Lo regarded as part of their training
in passing informotion and knowlcdie on to others cn their return

to their countriva,

Bookgs M this timc the participants can be infemed of any N
books, journcls or periodicals relovant to their field of work,

which can be obtainced after returm to their countrids, Dcmi‘e

should be given of publisher, prices, and availability or

subscription cost cte, in their home countries.

Evaluciions Durin; this final period, evaluation of the programmc

by discussion and questionnaircs will take place, Both the PD -

and UFINO staff arc hore concerned, and sn agrced amount of
time must be sct aside for this activity, (Scc also Scction VI

rclating to Dvoluation,)

O many programmes o cont derable amount of matorial and
books arc provided for partipants, and this presents then with
o problcm on return to their countrics. They moy wish to take it
with them, in which casc they will olmost certainly incur excess
baggoge chargesy on the other hand, if they cleet to esend it

“by surface routc, the journcy may take wecks or months, or
poseibly it may not arrive at all, One solution to this might
be for the participants to provide a properly addressed label,
and the host organization to despatch the items by eir freight
or unaccompanicd lagroge,  Whilst much cheaper than cxcess
beggag e charges, the sums cxpended in this woy will have to
be accounted for, and it is suggested that if PD's clect to
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take this course, thcy should include on item in their originel
budget to cover the cost,

6, Vigas and ¥xit Pcrmits, cal Ecturw Travel Arronicmentss

As mentioned above, time must be allowed to participants
to put their return arranzements in order wefore ceparturc, In
sone countrice, it is nceessary to obtain an cxist visa before
return, and in many there is 2 lenl requirement to repord

their departurc,

lany participants endeavour to make visits to citics and
countries along the rouic of thuir returm to their home country,
The tickets issucd by UNIDO throwgh their asoncy may make no
provisiun for this, znd in somc cnses o 8pccific route is
endorscd, This fact should be made clear to all poarticipants,
and also that if they wish to vary the route hey must makc
their own arrangemente, and any cxpensc voourding is their own
responsibility., Whilst some particinanta nny wish to meke -
errangements, in this wey luring their allowed frec time, it ie

recommendcd thot PDs toke mo initiotive in thic matter,

7. Cloging, Geremony:

M 2 dny clos. to final departurc, o closing cercmony cen
be held, in o feirly fomeal sctting, at which the nttendance
certificates arc presented, This might be done vither by the
pereon who attonded the opening curcmony (qeve) or Ly scmc person
oonversant with the ficld of knowledic in which the participants
have been vorking, and who 13 also & well-known figurce, netionally
or intcrnationally, The UNIDO representetive who nttend to supcrvisc
the finel cvaluation will usually bLe pregent for the closing

cercmony,

The participants may clceet « member of the programme to make
a specch of thanks on departurc at this cerenony.  This should

neve be insisted upony in most ceeesy the wish to do so will

[—
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arise naturally from the (roup, who will choosc their own
spokesman, If askcd, zive him or her any help needed in
putting togcther their romarks, [Lltcratiwvely, therce may be
a fincl communal meal (lunch cr dinnor) cither proceding or
following the ceremcny, ot which o apecch ol thanks may Le

civen,

Somutimes the group may orgonisc o meal or party of their
own volition, to which thoy moy invitce memers of the

direoting stoff,




- 49 -

SECTION yi_- Progranme Evaluation

1. Levels .f Evaluation

2, Levels 1 and 2

3.. Use of Information

4e Level 3 Evaluation (UI'II0)

56 Level 4 - Ascessment of Impact of Programme

on Participants' Enviromment

cest
Vi-d Assesgment form - Lectures
Vi-B Theoretical Programme Questionnaire

VIi-C UNIDO Final Quaestionnaire

5
53

55




1.  Levels of rvnluation:

Eraluation of ~ny clucnti 201 pr ST 1B ¢ WayD o
difficult problom., 7Tt invelves, 2t some oo, an asscssment
or & measurcmint of jeorle Liurvicur, ond thoreforce. some
methodolazy typiccl »f sccial acionces.

Twolwords of wornin, ' ore neoc Ri:hh g

First, sociological datn is rnuch 1ore suojective than dato

in most other fi-las, ~nd not too mu(:h' rclionce can bo ‘

placcd on short-toerr cxporimirtal results,

Sceond, 17 produce more relinbic results, o great deel
of tirc, moncy ond cxperionce ig ruquirci:s  rescurces
which are not usually aveilable ~fter on in-plant

-trainins pro.rammc,

However, offorte should he made o obtnin any information
which cculd be of use in future prorammes, I'valuation
might Lo 8nid to commence even at the acsign stage,
That ie to say thnt the primary stacc, and with the
qualifications and requircments of the rarticipants in mind,
+ Of course, it is not 2lunys pessidle to have sufficient

infomation aitout all the participants 2t the time the
detailed programme is beins prepared, altheugh this is the
fdeal. Any cvaluntion which tases place after the progromme
has startcd, is en attemst to provide a feodeback which

« wWill in tum, wolify inputs 1o produce morc dusirablc
regults bofore the cad o the progronmc.  In the cvent,
such fuedbnek moy be of Sreater value in mcdifying future

ProLrommes,

The difficulty is cne of measuranont, Success?! in the

short tom can nern ~ g~iisfice perticipant, but not neccesarily
a properly infommc’ one, Indood the full results of any
programac may not bo apparewt for somc years, and may

require much noncy and rescarch to digcover,
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In the case of the UNIDO In-piant Trainin, Projramme,
evaluation cencpally takcs plo. . at four lewvelsy
a) Lewel A - Contingous Lvajuation
The deyetoedoy rumin:. evnlustion cerpicd out
by thc Dirceting Staff,

Y)  hewel 2 - Jiop

The formel cveluntson of prograrmcse, cithcr in

"

ot

-
A}

wholc or in scpapate perts, at the conclugion

of voch part, on ¢ fomral or written Losis, by

tLe Direeting starff,
°)  kevd - UMM mndef-Proureme Lveluation
The WIDO encmof-programre cvaluats on which attcmpts
to gein on asscsement 7 the sffect of the progresmc
as o whele on coch barticipant, ozein on a fommal
writtcn basis,
d) Lewel ¢ - Follow—up Gvaluntion

Sulscquent follow—up in the home countpics of the

pverticipents, caprpricd out by WWIDO staff or theip

2. ,eneies, bLoth formelly and informally.

These diffurcnt lovels of cvaluation arc all intended
to improve the cffcetiveness o the srogramme, ar’ it is ag woll
to cxamine what changus mey be offceted by cach stage,

2,  Lcevels G 23

Level 1 - Conptinuoug fvajuption

Level 1 con only offcot the current programmeg i,c,
modificetions can be introducod to suit particular circunstances
68 & result of dircot contaot with the (erticipants, Unless
somcthing ig scriously wrong, thesc modificctions will be quite
minort & change of mphosisg, o re-arpangement of 8 me part of
the progremmc, cronter depth on o subjeot of common intcrest,
They arc morc likley to be an cffect of 2 group of pcople on a



PAFMoWler programme Sether than & nodifioation of e ovemall
Plam, although %his sust o%1ll be Yomme in mind,

Crniinuous evaluttion 75 osmeonticl to indicrtc whotshor
thu prc;‘)rammm 18 moctiag 3%8 Ljoctives,  Tho PD oshould e
preparcd to modify the proopamnc if trults are identificd -
for exemplc, if the livel nt wlich loctupos ap gitched im

too high (or to0 low),

Infommction may Lo ~Linined from questionnairpcs and from

the PDYs contact with th. participants,  Soth mothods apc necded

to obtein ¢ relialloe pictur.,

Papticiprnts could cumplete rnd bwid in o simple cvnluation
questionnaire immcdiately ~ftor coch lectupe op croup of
lectures fiven Ly o singl. apeckory althoush this can lead to
a lo;t of adminsstretive work (xample o f format for this
at Appendix vI-3).

When thie programme mokes extonsive une of casc 8tudiul,
6POUD Work ond cxoercices ne ucll as lecturces, a more fopmal
cweluation, with questionnaires at the un® of n longer pegiod,
may be prefernble, O omamber of the PD's staff should be made

reaponsible for diotributing and eolloeting the qucstionnaiprce,

When studying, the quustionnaires, the FD should allow his
eascsem at to b modificd by ircomwal discussions with
porticirants, Frilure of conmunication com Lo as much as o

rcault of nepsonality conflict ns 1..ck of aubhjoet knowledge,

Quamember thot occurate cvaluation is fficult, particularly
when ceeling with o wvaried rroun of oriict oot with many
di ffercent bockgrounds and charactoristics,  Some people and

some culturco for instan Gy consider it impcolite to coriticiwme,

Butyovaluation is vital an’ the resultis obtained must be
uscd., The overeriding oljcetive is to noC1fy the proopremme so
a8 to moke it as uscful as possitle to the participants, Bewtre
of overercactin. to adverse critici sy howevery  the problem may

well be in the sroup compositim and nttituce pethor thun the metorial,
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This cvaluation hns boon reforred to in scveral provious
seotioncy it ronges from aesce.mont of individuei lecturcs to
wrtttun weokly op ccetionnl questionmmaires, This lovel is
oomplotcly under the control of the D, and should be used with
oaution, B8omc people profor to meke ngscsament immoediately after
8 lecture, althouch too hacty on cvaluation of o lecture oon
load to anomelicns 31 moy take scverel days for thc matepiel
present.d ot o papticuler locturc to 'scttlc! in the minds of the
participanta, Poerhaps it mry alao Lo polated to othor work or
lectures in the programme, and witacut peforenco to this would
eppear less meanin ful, Llso the poseible confliet between the
personalitics ¢f the lecsurer and his listencrs is much more
difficult to scparetc from the matepial when presented at shomt
rancc, 60 that cvoluation tonds to he coloured by whether the
participants 'likec! the lecturee op not, This levcl of
oevaluntion is probably bust conducted on woekly or suctioncl
basie, and by usin; qucstionnaires wii ch allow the participants
to ramain anonymous, 'hother the enalysis of thesc questionnaires
should be shown tc and discussed with the participants is a
mettor which the individuel PD must decide.

3o Necof Infoprotions

Infomation gained at Level 2 isy of course, after the
event and con only affcet the current prosramme indirectlys
f.¢. modification of some future cvent in the current progresme
subsoquent to tho partial cvaluation, Whilst it is certain that
these asscamments will throw up any gross crrors of prescntation
or infomeation content, they arc unlikely to revenl whether
$he progremmc is or has been of real yaluc to the participants,
their fimn or country, What ig rcally being attempted at Level
2 is to configm or othepiwsc that the FD and UNIDO mece a
corpect asscemmcnt of the agrocd programme and its contont, Of
course, thcy can only do this in the first instance on their owm
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(and other peoplety) uXperionee, so thot cveluations of thig
kind allow fsp ccrrections for futurc Prosrammes on the
principl  of success ve &aproyin tions rother ther by definite
statcments,

fic tynes of asscssment forast Tor Level 2 oapc nany snd
varicd, and &n example ig shom ot Sopendice VT=3, Tt isg
probably Lest to have a SCries of multiple shoice type questions,
fcllowed by o space Tor cdditional e munts, rather than to agk
for comments overall,

If the eontinuous cvalustion of Lowel 1 has been carried
out, then Level 2 pesults will usually confim any trends shown,
and the intcrpretation of tac analysis of the questionnaires must
be made by the FD with this in mind,

Thus somc reaults could show the differonice hetween the
levels of attainment or knowlud e between sroup members, and some
would be affccted by culiural Ji fferences, Thesc arc the peints
which would ULc uscfully discussed with the appropriate UMNIDN
official when Lovel 3 assesanent ig reached, Unless thepe ig
overvhelming cvidence for nassive change, bewarce of the urge to
makic mojor modi fi cationg to futurc prejrammes on the basis of one
asscasment, Almest cervainly, even i the progranme remains

uncha.nguf, the asscssment o p the mext proframme in the acrios

will prescnt quite o difforent victure, nlthough suspcected faults

will be mad: clearcr, Yhis ig vhere the CXpiricnce of UNIDO
can he drawn upon to identify nossible rcasons for particular

react.ons to subjcet:,

4. .LCV(;l } fvoeluation ‘QIHDO H

Level 3 essessmont ig carried out in the last weeks of the
programme, using UNIDO wropured questicmcires, and usually
supcrvised by a UNIDO official, (Lr. cxample of the quistionnairc
is attachod as appencix VI-¢), (e arrticipents arc infoxmed of

the objectives of the ¢valuvation fom, ang they arc required to
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put thoir namcs to their tssceenents. The rosults of the
analysis of the forms arc not directly revenlod to the
pertici; ents, ~lthough they may for. the basis of 14 scussion
with the UTIDO official. UNIDC, cemisted in meny instonces

by orgaenizations anq FD's wiao have heen rcéponsible for previoys
Proframmcs, arc conctantly attanpting to improve the

offecti vencss of their asgessmoent form, Discussions on thce
Programmes between UNIDO nne the participants are normally
carricd out without the presence of the Dircetin: Staff, There
may be later isint 8cssions, ond certainly a discussion between
the UNIDO officinl ana the PD on thc regulta, whore Level 1 ang
2 evaluations can I token into account in the fined summary,

It is obvious that the sumnory of participonts? views
does not amount to o tryuc cvaluation; os suggestod above, it
is only part of it,

Onc may question the willingnese and cven ability of a
programmc participant to “Xpress overtly his $auc fecelings
about the prof,ramme., However, in venerel, the answers will
confimm irviformotion thot hes al ready beon recoived during
the progreamme on o more pirsonal bosis, Thus the veriovs

pPicces of information supplercnt cach cther,

Participantg sy usunlly  -uitc willing 4 exchange vicws
openly as long as th pProjramc e poing on ang they focl they
can still affcet ity to theip benefit, it the ond of the
programmec thoy arc often less ineclincd to state directly any
negative vicwsg o Pportwaity to do go ip writing tends to
facilitate the expreagion of truc criticien,

Se SYOL = Asswgement of Impact of

@ﬂ romment s

The effcctivenss of XY Programme oan only come¢ from the
final ¢ffeccts of the pregramme on the porticipantg! progruss,
organization and comntry,
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This is monrc difficult <+, v8tailish than the simplc
cvaluation techniques refurred to 2bove, Onc mipht 8oy that
levels 1 to 3 wolidate the approprintoncgs ~f the Hrogremnc
for a particulnr group of nerpl. in - gp.cirfic teehnoloyy, ana
that thc knowledge inported vas ndequate and at the right lowvel,
But only when we can as6e83 what asc¢ the participents have madc
of the informntion vtand, can renl cvaluetion e ine,  And
ovon this.can.be-a function. both of thc capabilitics of the
rarticipent, and the cportunitics he scizes, or ig afforded,
This is bein: caprics out oy UNIN come ¢ op 3 years after the

retum of the porticipants to theip home countricg,

Such c¢vnluatien will hav. %o focug on various lcvelss the

r~

former participantts achicvemcnts, his or her wvalu. to the organigo-

tion to which they telong, and to thiir ~ountry, Infometion has
to be obtzincd from the particinants thcmsclvc, from their
supcrvisor, and the approprintc povernmcent officials concerncd,
This can only Lo cffeetively donc through porsonsl visitg to

the related countrice, Thisc vigits should ideally be carricd
out jointly by UNIDO anc the PDs of the pProgremmes concerned,

but if the prescnce of the PD is not pcseible, ~3 much
infomation as can be gained should be fed bnek to him, through
UNIDO,
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Programme Directorts Final Report

Cost Acoounting

Communication with Former Participants
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1, Progromne Dircetorts Final Tapoxd e

Trere is o apccific TINO reguireament for a final

Dircctorts Report on HY UL ar G, oy tost eountricestoatt
orgaenizations prepnr. an cxtoended report for a wider distribution,
In somc cescs thore ray 1o = spIMsoring crgonizaetion to be
informer in deteil of the jrosramme and its participants, The
report can ronse frow o fuow typewritten paces to a comprehensive,
fully printed and illustroted booklot. In *he letter casc, .
carc should bu takoes 1) soc that the langue; o used is one that

can be commonly uncderstooe Ly 21l those te whom it is distributed;
however 1avigh, it is of little usc to scnd a report writton in o
minority languagc to cther PDs, Dircetorts rcports can be of
considerable help to others g ed on similar or related

programmcs.,

2, Cost Accounting
If UNMID) funds arc involved in the financing of the programme,

final accounting has to be made in accordence with thuir rules at
the conclueion of the progremme, In eny cvent, FDs should make a
reeoneiliation between the original budgcet ustimates end the
actual costs incurred; if there is a gponsgoring agoncy or
sovermment department involved', this mey b required, The

whole question of detniled acconting depands very much on the
way in which individual programmes arc spornsorcd in ¢ach country,
the PDs will have to make their own deci sions in the light of

local knowlcedge end roequiremunts,

3. Communication with Former Participants;

There is wo fomal requirement for the host country
to romain in centnact with fommer rarticipants, though many do so,
UNIDO hes ~n information service which attempta to kecp participants
in touch with advances in particular ficlds, and some FDs supplement
this by forwarding iturs of interest of this kind from thcir own

countrics! jourmals, cte,
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llany PDs sund information abous future progrommes to
former perticipants; not only is this of interest to thom,
but many help in the recruitmons of suitatle candiuates. Some
PDs also scnd information abiut d>ther relevant courses running
in their country from tiwe to time,

On an informal vagis, W oscnsicnnl lotber to all former
participants »f ~ progremm . from the FD's gtaff can bLe sent,
telling them of any cvente crp irfomation rceeived from other

partiripants on the smo programme,









