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 Activity 1.1 a 

Purpose:  This exercise aims to develop 

the observation skills and to understand 

how communication takes place and the 

types of communication 

1. Notice your surroundings; list the 

most commonly seen 

birds/animals/pets (dog/parrot/cow) 

at your home or in your village.   

2. Observe how they communicate 

within themselves and with others.  

3. List your experiences for e.g. How 

does your pet communicate with 

you? Did you hear the dogs barking, 

cock, or the birds chirp?  Why did 

they do this?  Who were they 

communicating with, themselves or 

with other human beings?   

1.The word communication originates from the Greek word „communis‟ which means common.  

Communication is the ability to share 

information/ideas, feelings, knowledge etc, enable 

bring two or more than two people on a common 

understanding on the message that was shared.   

This means that the process of communication 

involves two or more than two people (a sender 

and a receiver).   It is a two way process and there 

are different ways to exchange messages through 

sign language, talking, listening, reading, writing 

etc.   

This unit will help you understand 

communication and its concepts.  A variety of 

„Do-it-yourself‟ activities have been included in 

this unit to enhance conceptual clarity on 

communication and its importance in 

development. 

Learning objectives 

After going through the sub Unit 1, learners 

will be able to: 

 Define and describe communication and its 

importance in development work 

 List the factors affecting communication and the commandments of effective 

communication 

 Explain the elements, types and functions of communication 

 

1.1 Understanding Communication 
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Activity 1.2.1:  Look at the pictures 

 

 

 

Source:  DBMAcNet 

Going by the origin of the word which means „common”, you might wonder, whether 

birds/animals or other living organisms communicate and also do they communicate among 

themselves or with other species?   

Yes birds/animals do communicate within themselves and with other species.  Human beings 

communicate since birth for e.g. the first cry of the child.  Have you noticed a child 

laughing/giggling with joy and crying when in 

pain?  These are different ways of 

communicating/expressing the feelings.   

 

 

1.2 Conceptual Framework 

1.2.1 Definition/Meaning of Communication 

What is communication? 

To better understand the definitions/meaning 

of communication look at the pictures. In 

fig.1& 2, there are two people, holding a 

can/glass.  One person is holding the can at the mouth like a mouth piece and the other person is 

holding the can at the ear like an earphone.  One person is speaking and the other person is 

listening. 

In fig 3, one person is speaking with more than one person. 

Communication has been referred to by different people in different ways: 

 Sharing of experiences on the basis of commonness – Wilbur Schramm 

 A process which increases commonality – Mac quail 

 An exchange of ideas/facts between two or more than two person – Newman and Summer 

 Exchange of information and transformation of meaning – Katz and Khan 

Thus communication can be defined as a process by which two or more people exchange ideas, 

fact, feelings or impressions in ways that each gains a common understanding of the message. In 
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essence, it is the act of getting a sender and a receiver tuned together for a particular message or 

a series of message.  

-Legans 

In this process of exchange, the information, views and messages are packaged and channeled or 

imparted by a sender to a receiver.   The receiver then decodes the message and gives the sender 

a feedback. All forms of communication require a sender, a message, and an intended recipient. 
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1.2.2 Why is communication important in development work? 

Community participation or people‟s participation is critical for any development initiative.For 

this communities‟ need to be equipped with appropriate knowledge and information to respond 

to the available opportunities and challenges (social/economic/technological changes) and 

effectively participate in the development processes.   

 

In reality, communities in developing countries particularly the rural poor have inadequate 

knowledge and do not have access to information, hence remain isolated and excluded from 

developmental activities and processes.  To be able to participate, knowledge and information 

must be effectivelycommunicated to people.  Communication plays a key role in empowering 

communities to participate in the development processes/activities.  By fostering a dialogue 

between the community and the key stakeholders, communication processes can empower the 

communities to provide information and knowledge as a basis for change, take decisions 

individually or collectively to take charge of their own development.  Participatory needs 

assessment/community mapping, community planning for village development, community 

monitoring etc. are some of the examples of involving community in the processes and take 

charge for change. 

In this unit, we will learn how communication can be used to promote development and how to 

communicate effectively with the communities to enable and empower them to participate in the 

development processes. 
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Understanding importance of 

communicating clearly/listening and 

reconfirming the information received. 

 This activity could be done with a 

group of 

children/adolescents/women.   

Ask the group to form a circle, whisper a 

message in the first person‟s ear and ask 

to communicate to the next person 

standing/sitting near to him.  Let this 

process continue till the last person 

receives the message.  Ask the first person 

who sent the message and the last person 

who received the message to match their 

messages.  It would be totally different. 

Brainstorm 

Why did the message alter?  Was the 

message transmitted clearly?  Did the 

person receiving the message reconfirm? 

 

 

1.2.3 Variables/Factors affecting communication 

There are many factors affecting communication.  These factors can impede the communication 

processes thereby affecting participation in development processes.  The most common factors 

are listed here: 

1. Lack of clarity –Thismay be 

reflected through: 

 Unclear or incomplete 

messages/multiple messages 

between the sender and 

receiver 

 Message content - Use of 

jargons or words with 

multiple 

meanings/interpretations or 

using a different language 

which is not understandable 

by the community 

 Hurried messages – lack of 

time and other priorities 

2. Channels of communication –This 

may be reflected through 

 Inappropriate use of the 

channel i.e. between the 

sender and the receiver.  The 

receiver may not necessarily 

have access to the channels of 

communication being used by 

the sender e.g. email/video 

conferencing/presentations etc. 
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3. Being judgmental – This may be reflected through: 

 Difference in perception between sender and receiver 

 Related status/emotional conflict between sender and receiver/personality 

traits/hierarchy/making value based comments or judgments/stereotyping or 

prejudice 

4.  Attitude – This may be reflected through: 

 Lack of empathy or concern 

 Diverting the issue/avoiding eye contact 

These barriers affect the communication with the community members on sensitive issues such 

as HIV/AIDS, Reproductive and Sexual Health issues etc.  As community volunteers, we need to 

ensure that the above hindering factors should not affect our communication with the 

communities.  

1.2.4 Commandments for good communication 

Communication is a process whereby information, views and messages are packaged and 

channeled or imparted by a sender to a receiver.   The receiver then decodes the message and 

gives the sender a feedback. All forms of communication require a sender, a message, and an 

intended recipient.  In this world everyone needs to communicate.  Imagine a world without 

communication – one would feel helpless without communication.  Communication is core to 

human existence.  To communicate effectively, one needs to understand the tencommandments 

or ten C‟s of Communication which are: 

1. Communicate clearly –clear voice in a clear tone and clear/simple language and 

clarifying the message 

2. Communicate coherently – expressing logically/rationally or articulating effectively 

3. Communicate correctly – with accuracy (as partial/incorrect knowledge will create more 

harm) 

4. Communicate concisely – to retain attention of the receiver, be short and sweet while 

communicating and communicate to the point 
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5. Communicating crisply –beingcrisp with short and effective punches/phrases 

6. Communicating credibly – maintaining credibility, particularly when presenting factual 

information/data with quoting references 

7. Communicating convincingly – with assertion/clarity and with practical or live 

examples.  Also sharing the benefit to the receiver 

8. Communicating consistently – at regular intervals 

9. Communicating completely – giving complete information 

10. Communicating conclusion – summing up the information helps in recapitulating the 

information by the receiver  

 Points to remember (from 1.1. and 1.2) 

 Communication is an exchange of ideas/knowledge/feelings between two or more than 

two people. 

 Communication helps in gaining a common understanding. 

 The sender encodes the message and transmits it through a channel to the receiver.   

 The receiver decodes the message. 

 All forms of communication have a sender, a message and intended receiver. 

 Community participation is critical for development activities. 

 Communities can participate in the development process only if they are equipped with 

knowledge and information 

 Communication plays a key role in empowering communities to participate in the social 

change process 

 The factors affecting communication are lack of clarity/inappropriate use of channel, 

being insensitive/judgmental and inappropriate attitude. 

 The tenCommandments or ten tips for effective communication are being clear, coherent, 

correct, concise, crisp, credible, convincing, consistent, complete and conclusive.  

1.3 Elements of Communication 

 

Communication is a skill that develops gradually over a period of time with 

experience/practice.  If used inappropriately, it could be a disaster, but the same if used 
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effectively, can be an empowerment tool to facilitate participation of community members in 

the development process.  In order to communicate with other people, this sub unit aims on 

enhancing the understanding about the elements of communication.  The basic elements of 

communication are: 

 Source or a Sender, Audience or a Receiver, Goal or a purpose 

 Preparation of Message and message encoding/Message decoding 

 Channels of communication/transmission mode 

 Feedback 

 

1.3.1  

Sender 

Sender is a person who prepares/creates/develops the message that needs to be sent.  The sender 

may or may not know the receiver. 

For e.g. a Teacher delivering a lecture, a TV news caster is a sender  

 

Message 

Message is a compilation of signs/symbols/words/phrases which is packaged together by the 

sender.  It could be verbal or non-verbal/written.  For e.g. message communicated through phone 

is verbal, message communicated through sms/emails/newspaper is written, message 

communicated through signs/symbols in traffic signals is visual.  Body language is a non-verbal 

message. 

 

Receiver 

Receiver is a person who receives the created message by the sender. 

For e.g. A student attending a lecture, an audience is a receiver 

 

1.3.2 Channels of communication 

 

Information/messages/views need to be communicated through an appropriate medium/channel 

for ensuring that the messages have been conveyed to the intended sender.  There are different 

channels of communication which are: 
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Channels used for verbal communication: one to one meetings/interviews/radio 

broadcast/public meetings/phone/public address system/video conferencing/presentation/folk 

media (dance drama)/folk songs/TV shows 

 

Channels used for written communication: letter/email/fax/social media (what‟s 

app/facebook/twitter)/reports/case stories/publications/journals 

 

 

1.3.3 Message Encoding and Message Decoding 

 

Message encoding 

 

Message encoding means to code the message to replicate/repeat in some external form 

to convey thoughts/feelings.  The encoding is done by the sender. 

 

Message Decoding 

Message decoding literally means converting a coded message into an understandable 

language.  The decoding is done by the receiver to ascertain the meaning of the sender‟s 

message. 

 

1.3.4 Feedback 

 

Feedback is a comment given on the message received by the receiver to the sender.  The 

feedback could be positive or negative.  Feedback could be given to seek further 

clarification on the message or to respond to the message. 
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1.4 Types of Communication 

 

The types of communication can be broadly classified as follows: 

 

Intrapersonal communication – which means communicating with oneselfand is reflective 

For e.g. reflective analysis  

 

Interpersonal communication – a most commonly used form of communication 

characterized by communication between two or more than two persons. 

 

Intergroup communication – this type of interaction is practiced between 

groups/departments  

 

Mass communication – Largely used to communicate/disseminate messages to larger 

groups.  This type of communication is useful for creating mass awareness among the 

general public/community.  Different types of medium can be used to draw attention of the 

larger public i.e. through drum beating/public address system/road shows/campaigns 

 

 

1.4.1 Verbal communication 

In verbal communication, words/phrases/language relevant to the geographical context is 

used.  In verbal communication, the sender sends thoughts in the form of words.  The 

voice/pitch/punctuations of the sender play a crucial role in verbal communication. 

Verbal communication is classified again in two types i.e. written and oral.   

The written communication could be in the following forms: 

Letter/email/internal note/fax/reports/journals/publications 

The oral communication could be in the following forms: 

Through phone/one to one meeting/interviews/public meetings/gatherings/group 

discussions/radio broadcast/video/TV. 
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1.4.2 Non-verbal communication 

In non-verbal communication, signs/symbols/gestures/facial expressions/body language 

is used to communicate. 

For e.g. sign language is extensively used for hearing impaired, brail for visually 

challenged people, graphic symbols used in traffic signals etc. 

Facial expressions are used to communicate the feelings, body language or posture also 

communicates the temperament/attitude of the sender.  For e.g. in important meetings 

where one cannot speak, non verbal communication is used.   

Points to remember 

 The basic elements of communication are sender, receiver, message, communication 

channels and feedback. 

 Sender is a person who creates the messages, whereas receiver is the person who receives 

the message. 

 Message is a compilation of signs/symbols/words/phrases packaged by the sender. 

 Message could be verbal/non-verbal/written.  

 Channel is a medium through which the messages are communicated. 

 Folk media/folk songs/one to one meetings are channels of verbal communication. 

 Uses of social media sites like whats app/twitter/facebook are examples of channels of 

written communication. 

 Message encoding is done by the sender and message decoding is done by the receiver. 

 The different types of communication are interpersonal, intrapersonal, group 

communication and mass communication. 

1.5 Functions of Communication 

Communication is done with a purpose to bring about change preferably for a desired 

change.  One of the most important functions of communication is to create a common 

understanding between two people or more than two people.  Only if the perceptions match, 

change can be effected.  Development initiatives, be it health/hygiene/sanitation all aim at 

bringing about a desired behaviour change among communities.   
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As mentioned in sub unit 1.2.2 communication is an important tool to inform and influence 

people for change.   

When do people change behaviour?--> when people feel to change their behaviour, when 

they decide on their own or when they visualize any benefit 

 

 

When do people adapt a new behaviour?  Behaviour change does not happen within a day.  It 

is a long process and continuous efforts have to be made.   

Clarity on behaviour change or for that matter change process is essential to promote healthy 

behaviour. 

In this unit, we will learn about the different functions of communication and how they can 

be used to empower the communities to participate in development initiatives and actively 

contribute towards the social change. 

1.5.1 Information 

Information forms the base of communication.  Initiation of change starts from the state 

of lack of awareness (unaware).  Unless the communities are aware of the importance of 

a healthy behavior or the services available during Maternal and Child Health Nutrition 

Day or the services available in Anganwadi Centre or the entitlements of Nirmal Bharat 

Abhiyan, the communities will not seek the services or access their entitlements.  Here 

communication plays an important role in informing the people/ making the people 

aware of the programme/scheme and its provisions  

 

1.5.2 Instructive 

This function of communication is normally used in formal settings like 

schools/colleges/offices/organizations.  This function is used to draw/command attention of 

the subordinates about a specific task/guide them, what to do, how to do when to do etc.  

This could be used as a mentoring and supportive tool to inform and instruct the communities 

on whom to approach for accessing a particular service 

This function is also used in families and informal settings. 
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1.5.3 Influence 

The crucial role of communication is to influence people. From the state of unawareness to 

being aware (after being informed), the communities start feeling concerned about a 

particular issue, when the statistics or live examples are shared with them.  For e.g.  A video 

on the harmful effects of drinking unsafe water when shown to the communities, they get 

concerned or sharing positive case stories/live experiences helps in motivating/influencing 

the people to change.  This function of communication is important to influence/motivate 

people in changing their behaviour in the desirable direction. 

 

1.5.4 Integrative functions 

Integrative function helps in maintaining integrity.  This function helps in binding the 

people/ maintaining identity and stability. 

 

Points to Remember 

 Communication aims to bring about desired change. 

 Communication creates a common understanding between two or more than two 

people. 

 People change behavior when they visualize benefit  

 Communication helps in transforming the state of unawareness among people to 

awareness 

 Informed people initiate thinking and get concerned about an issue. 

 Information access helps in enhancing knowledge of the people. 

 The major functions of communication are information, instructive, influencing and 

integrative. 
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1.6 Check your progress 

Match the following 

 

A B 

Body language Sender 

Folk dance Intrapersonal 

Creates message Converting a coded message in 

understandable language 

Communicating with oneself Non-verbal communication 

Decoding Channel of communication 

   

True or False 

1. Use of local language or dialect helps in communicating with the communities 

2. A student attending a lecture is a sender of the message 

3. Communication is important in development work. 

4. Use of social media sites like whats app/twitter/facebook is examples of channels of 

verbal communication. 

Objective questions 

1.  What is feedback? 

2. List the basic elements of communication. 

3. State one difference between interpersonal and intrapersonal communication. 

4. Give examples of mass communication. 

5. What does encode mean in communication? 

6. State the functions of communication. 

Write a short note 

In your village a health camp has been planned.  How would you communicate to the 

community members?  What are the channels of communication you will use and state the 

functions of communication you will use and why? 
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Course 4:  Communication Skills and Life Skills Education for Development 

Unit 2:  Barriers in Communication and skills to overcome the same 

 

2.1 Introduction 

2.2 Understanding the communication barriers  

2.3 Skills to facilitate effective verbal communication 

2.3.1 Characteristics of good message 

2.3.2 Seven C‟s of Communication 

2.3.3 Interpersonal Communication 

2.4 Skills to facilitate effective non verbal communication 

2.5 Presentation Skills 

2.6 Check your progress 

2.1 Introduction 

In Unit 1, you learnt about communication and how its effective use can empower communities 

to participate in the development processes.  Effective communication is a process that depends 

on various factors, both enabling and impeding factors.  While the enabling factors facilitate 

smooth communication between the sender and the receiver, the impeding factors affect the 

participation of both the sender and the receiver. 

In this unit, you will learn more about the barriers in communication; enhance skills on 

verbal/non-verbal communication and presentation skills. 

2.2. Understanding the communication barriers 
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Activity: Have you ever experienced any difficulty while communicating with anybody?  Did 

you ever think why did it happen?  What were the difficulties? List your experiences and the 

difficulties you have faced so far. 

 

By definition, communication seems to be a very simple two way process, with one sender to 

send a message and one receiver who receives the message.  While the sender encodes the 

message, the receiver decodes the message, interprets it and based on her/his understanding gives 

feedback on the same or responds to the message.  It may be noted here that at times the message 

may be misinterpreted by the receiver which might lead to a disaster.  This may happen owing to 

various factors.  The purpose of this unit is to understand the barriers of communication and how 

to overcome these barriers for effective communication.  As community volunteers, you can play 

a crucial role in bridging the communication gaps caused due to the following barriers: 

Barriers of communication 

Some of the most common barriers in communication are listed below: 

1. Physical barriers- physical barriers are distance between the sender and receiver, a wall 

or a closed door or a screen or cubical structures which avoid eye contact.  These affect 

effective communication.  To facilitate communication, one has to step out of the comfort 

zone we are in and cross the distance barrier/come close to have one to one contact, 

organize open meetings enables both the sender and the receiver to open up to have a 

open and effective communication. For e.g. in a rural/tribal setting, the village level 

meetings/mix group meetings enable the women to step out of their house and participate 

in the meetings.  In the initial stages, there might be some inhibition, but gradually this 

could be overcome. 

 

2. Emotional barrier- emotional barriers are the baggage that both the sender and the 

receiver carry about each other.  This could be either owing to lack of self confidence, 

trust on each other or fear. You do not have control on what others think about you, but 

you do have control on your actions – remember this thumb rule and build your self 

confidence and communicate confidently and clearly. 
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3. Language barrier –language barriers are the barriers within a language (different 

dialects) or between different languages spoken by the sender and the receiver.  Without 

understanding each other‟s language, one cannot communicate effectively. Language 

barriers occur in both urban and rural setting. To overcome this, one must essentially 

learn the language of the place one works or where one resides.  In development field, 

you will be working with communities and interacting with community members of 

varied age groups who might be either illiterate, having low literacy levels, or neo-

literates.  To be able to communicate effectively, you might have to learn the local dialect 

and avoid using jargons/complicated sentences.  Knowing the language of the 

community and speaking the same language helps in building rapport and building 

trust. 

 

 

4. Gender barriers–In a patriarchal society, gender barriers/inequalities prevail, due to 

which communication with the communities particularly with women in rural/tribal areas 

or interior most villages is extremely challenging.  In certain communities, women have 

to still follow the customs of Parda (veiling of the face).  Women continue to be 

perceived as a burden and do not have a voice in the decision making process.  Women 

and men do not sit together or share the same platform.  Even if they are allowed to 

participate in the decision making forums, they feel hesitant to freely express themselves 

about the matters affecting them.  As community volunteers, you need to bear these 

gender barriers in mind and depending upon the issue that is being discussed separate 

meetings  could be organized with men and women to communicate effectively with all 

the community groups.  This is particularly applicable when talking about sensitive issues 

like HIV/AIDS, Reproductive and Sexual Health etc.  Gender barriers can be overcome 

through sensitizing the community members on gender issues. 

 

5. Hierarchical barriers – these barriers are most visible in both formal and informal 

settings.  In formal settings like offices/academic institutions/religious/spiritual 

meetings/community level meetings and in informal settings like in village/within a 
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family/among peers etc. Greater the hierarchical difference, greater are the chances of 

ineffective communication.  Be it between the seniors and the subordinates, teachers and 

students, parents and children, leaders and disciples, community or village 

leaders/decision makers (sarpanch) and the villagers, owing to the position/power or 

influence, these barriers exist.  Hierarchical barriers could be overcome with clarity on 

roles and responsibilities/open house discussions. 

 

6. Cultural barriers – cultural differences in the society/ work culture in the formal set up 

affect the communication when two different cultures clash.    Language, customs, beliefs 

and historical perceptions differ in different cultures.  In such situations, it is important to 

understand a common ground to work, build rapport with the cultural leaders, share 

the benefits and overcome the cultural barriers. 

 

7. Lack of subject knowledge – may affect self confidence level and affect communication 

with others.  As community leaders, it is crucial that you enhance your subject knowledge 

on the issue you are working on. Self preparation is essential before stepping out and 

communicating with the communities. 

 

8. Stress –competitiveness, work pressures and deadlines cause stress.  At personal level, 

stressful relations at home affect communication with other family members. To 

overcome this, many a time, the messages are shortened or partially delivered or jumbled 

which affects communication.   

 

Barriers may exist, let us make efforts and follow few principles of effective 

communication to make the world a better place to communicate. 

 

Points to remember 

 

 Communication barriers affect the communication process and the 

communication flow between two or more than two persons. 
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 Mix group meetings enable shed the inhibition and overcome the fears of 

communicating with each other. 

 

 Communication may be affected owing to the following barriers: physical, 

language cultural, gender, hierarchical, emotional, lack of subject knowledge, 

stress etc. 

 

 Gender barriers could be overcome by sensitizing the communities on gender 

issues. 

 

 Knowing the language of the community and speaking the same language helps in 

building rapport and build trust. 

 

2.3 Skills to facilitate effective verbal communication 

 

Communication plays a crucial role in our day to day life.  Our day begins with 

communicating with ourselves and with others at home and in the village and in the work 

place.  You learnt in Unit 1 about the different types of communication, namely 

verbal/non-verbal, interpersonal, intrapersonal, group and mass communication. Having 

learnt the types of communication, in this sub-unit you will learn the basic principles of 

verbal communication and how to overcome the barriers that affect communication. 

Effective communication can be defined as the extent to which the sender can engage the 

receiver who is receiving the message. Use of effective communication skills is an art, 

which gradually increases with practice. 

 

In verbal communication, words/phrases/language relevant to the geographical context is 

used.  In verbal communication, the sender sends thoughts in the form of words.  

Effective verbal communication depends on various factors viz. choice of right words, 

using a right pitch, tone, delivering it effectively with pause and punctuations wherever 

necessary with a right mix of non-verbal communication. 

 



22 
 

  



23 
 

Tips to enhance verbal communication 

Prepare yourself (before communicating) 

 Know your audience/group/communities, the language or the dialect they 

use/the culture they live in, the customs/practices they follow 

 Organize information that you need to communicate 

 Work on your language (Learn the language of the communities you are 

working with). 

 Read more – improve your knowledge on the topic/issue you are going to 

communicate/talk on 

Communicating with the communities (During communication) 

 Be friendly – A friendly tone and a warm smile/welcome is the first step to 

break the ice.  It helps in shedding the inhibitions.  As community 

volunteers, you have to build rapport with the communities.  Such small 

tips serve as entry point to work with the communities. 

 Speak clearly and directly with using variation in your tone to emphasize a 

point you are communicating.   

 Speak audibly – this is particularly applicable when you 

communicate/facilitate larger group meetings/community meeting.  Not all 

the time, will you have the facility of Public Address system.  Use pauses 

and punctuations wherever necessary. 

 Effectively use body language.  This helps in emphasizing the message 

that you would like to communicate.  Ensure to match your verbal and 

non-verbal communication. (Note here the eye contact, facial 

expression/ hands/the sitting and standing postures/the clothing 

matters).  Keep your body relaxed. 

 Listen more – this is very crucial. For communication to be effective, both 

the sender and the receiver need to have listening skills.   

 Be concise and to the point. 
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 Recap with the listener.  This helps in checking with the listener, whether 

you have been understood properly. 

End your communication (Concluding your communication) 

 Summarize the key points 

 Conclude your talk with a sincere thanks to the community 

members/group that spared their valuable time to listen to you.   

 

Points to remember 

 Effective communication is the extent to which the sender engages the receiver who is 

receiving the message 

 Effective use of body language helps in emphasizing the message that one wants to 

communicate 

 Knowing the audience and their capacities is the first step to prepare for communicating 

with them. 

 Establishing contacts and building rapport serves as an entry point for working with 

communities. 

 Speaking clearly, concisely and confidently are effective ways of communicating. 

 Sound content knowledge helps in enhancing the confidence of the speaker as well as 

building trust with the audience. 

 Verbal communication depends on non-verbal communication 

 One who speaks has to also listen actively.  One cannot ignore the audience. 
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2.3.1 Characteristics of a good message 

Message development is one of the important aspects of communication.  Message development 

is the core of communication. It is the bridge between the sender and the receiver.  Message 

depends on various factors.  Given below are the key characteristics of a good message 

development 

The ABCD‟s of a good message are: 

 Appropriate and useful 

The message needs to be based as per the needs of the audience/receiver.  The subject 

areas should be chosen as per the audience needs.  This would help in retaining the 

interest of the audience.   

Map the existing knowledge of the communities and based on that give extra or 

additional information.  This would help in enhancing communities‟ participation in 

message development. 

The message needs to be beneficial to the communities.  Honestly communicate through 

your message the benefits to the communities.  This would help in building trust.    

 Brief 

The message should be as brief as possible to retain the interest of the receiver.  The 

capacity of retention by human mind is less.  Hence avoid information overload and be 

brief with one message at a time.  This helps the receiver to grasp the information. 

 

 Clear and Consistent 

The message should be clear and simple for making it acceptable. Be consistent.  

Consistency in the message helps in creating a ripple effect.  For enhancing consistency, 

different medium/approaches can be used but the message should not differ.  It should be 

the same. 
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 Distinctive 

The message needs to be distinct enough to catch the attention of readers like a 

newspaper headline.  It should be appealing to the audience for whom it is prepared. 

Learning the steps for effective message development 

Planning to develop an effective message.  Here are the steps to develop a good message 

Step 1.  Brainstorm 

Brainstorm with a wide range of the people you are working with on a particular issue.  For e.g. 

if you are working on Water and Sanitation issues, brainstorm with the key players/stakeholders 

– it could be government representatives/civil society organization representatives or your own 

project team and the communities with whom you will be working or interacting with.   

List the target audience, the messages you need to communicate, the objectives and the ideas. 

Gather information about the topic or the issue for which you need to develop message and 

develop draft messages. 

Step 2.  Prioritize and organize logically 

You might have come across a lot of ideas together with the larger group in step 1.  You might 

have gathered a lot of information.  List out the information you have gathered for developing 

the message.  Organize the information logically according to the theme/subject, importance and 

according to the need of the audience.   This helps in prioritizing the information.   

Step 3.  Pick up the key message 

List the draft messages developed with the group.  Pick up one or two key messages that help 

achieving your objective.  Review and revise the messages to eliminate overlap and making it as 

simple as possible. 

Step 4. Field test your message 

Field test your message with the audience for whom it has been prepared.  
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Step 5.  Identify channels of communication 

Identify different ways /medium to communicate your message.  The medium could be audio or 

video or print.  Use different channels/approaches to communicate the same message. This will 

give a multiplier effect to the message. 

Step 6:  Repeat the message 

Communication is effective when the same message is repeated again and again. This helps the 

receiver to retain the message for e.g. Government of India‟s message for pulse polio vaccination 

is an excellent example of message repetition and continuous awareness. 

2.3.2 Seven C‟s of communication 

In Unit 1, you learnt about the commandments of effective communication.  Let us recap and 

understand it further in this unit.  For communication to be effective the sender‟s thought and the 

receiver‟s interpretation should match.  To be able to do so, let us understand the seven C‟s of 

communication: 

1. Clear/Clarity 

Be simple and short with less use of words. Use simple and local language.  Avoid 

unnecessary information.  The clearer our message, the more clarity the receiver will 

have.  Given below are two examples to suggest the difference between a clear and 

unclear message  

E.g. 1:  Hi! I would like to meet you tomorrow (unclear message) 

E.g. 2:   Hi! I would like to meet you tomorrow to seek your ideas to plan an awareness 

campaign on personal hygiene.  Please confirm your availability and your convenient 

time. (Clear message) 

    2.    Correctness 

Ensuring editorial mistakes and accuracy in the verbal messages/documents (written) 

communication.  Be correct and specific.  Cross check the document before sending for 

any spelling/grammar mistakes.  Cross check for any factual data.  This would help in 

retaining the interest of the reader and also help build your credibility. 
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3. Concise  

Be very specific and brief with use of fewer words.  Avoid unnecessary explanation. 

4. Courteous 

Be courteous.  Respect the receiver/audience or the reader and their time.  Avoid harsh 

words and harsh expressions.  As mentioned in sub unit 2.3, be friendly. Initiate the 

communication with greetings/a warm welcome/smile.  End your communication 

thanking the receiver/audience/reader for sparing their valuable time.  Being courteous 

helps to build rapport with the people. 

5.  Considerateness 

Be considerate to the reader/receiver‟s needs.  Messages should be need based.  Based on 

the needs of the receiver, the messages to be developed.  This would help generate 

interest in the receiver. 

6. Completeness 

Message should be complete in itself.  The reader/receiver should not have unanswered 

questions or doubts in her/his mind.  Avoid giving incomplete information, as this will 

loose receiver‟s interest and faith in you. 

7. Concrete:  Be specific and concrete.  Messages should be concrete enough with facts and 

figures. 
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2.3.3 Interpersonal communication skills  

Interpersonal skills are people‟s skills or life skills that are used in daily lives to 

communicate with individuals or groups of people.  It is the most commonly used form of 

communication.  Interpersonal communication is said to be effective when both the 

message sender and the receiver understand the message in the same way and is not 

misinterpreted.  This means the sender effectively sends and conveys the message. 

 

Interpersonal communication skills include verbal, non-verbal, listening, negotiation, 

problem solving, and decision making and assertive communication skills. 

 

Why Interpersonal Communication Skills? 

Interpersonal skills help to enhance our relations and interact with other people 

effortlessly and effectively. 

 

Improving IPC skills 

In order to improve IPC skills, the following should be done.  Improved IPC skills help 

facilitate community interventions for community volunteers. 

Improve verbal skills – Choosing our words before we speak.  Be clear in 

communicating your thoughts with appropriate use of words.  Use less and simple words. 

Improve non-verbal skills - Actions speak louder than words.  Choose your actions 

(body language/gestures/facial expressions /eye contact) receptive to the receiver.   

Improve listening skills – listening as an important communication skill for both the 

sender and the receiver.  It is an ability to interpret both verbal and non-verbal messages.  

Listening requires concentration.  Prepare yourself to listen.  This would benefit both the 

sender and receiver.  It enhances clarity/ builds respect and trust between the two. 

Improve negotiation skills – learn to identify the differences, work with the 

receiver/groups to come mutually agreeable terms.  Negotiation is the step to eliminate 

future communication barriers.  It is a fair way of coming to a mutually beneficial 
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agreement.  It helps in resolving misunderstandings, problem solving thereby building 

rapport. 

Improve problem solving skills – work with the communities to identify, define and 

solve problems.  This helps in building rapport, trust, enhances participation of the 

communities and also encourages team work. 

Improve decision making skills – work with communities/groups to identify and 

analyze options to arrive at sound decisions. If communities‟ are involved in decision 

making process that affect them, it enhances ownership and active participation. 

Improve assertive communication skills – Learn to be assertive by expressing your 

views/feelings and ideas in such a way that it does no harm to others.  This helps in 

enhancing understanding and respect for each other. 

 

Points to remember 

 Message acts a bridge between the sender and the receiver 

 The ABCD‟s of a good message are – appropriateness and usefulness, brief, clear and 

consistent and being distinctive. 

 Field testing the message with the audience for whom it is prepared helps in reconfirming 

the appropriateness of the message and accordingly revise it. 

 For communication to have an impact, message needs to be repeated over and over again 

 Interpersonal skills help to enhance our relations and interact with other people 

effortlessly and effectively. 

 Interpersonal communication skills include verbal, non-verbal, listening, negotiation, 

problem solving, decision making and assertive communication skills. 
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2.4 Skills to facilitate effective non verbal communication 

Good communication skills are the crux of our personal and professional life.  This sub unit 

focuses on recognizing the non-verbal communication, understanding the non–verbal 

communication (body language such as facial expressions/gesture/eye contact, posture and tone 

of voice) and improving the same to connect with others. 

Recognizing Non-verbal communication 

Non-verbal communications are the gestures that we communicate through using our body i.e. 

face, eyes, hands, body movements/posture of sitting/standing/touch/voice tone/silence etc. 

Understanding non-verbal communication 

Many times unintentionally we give and receive non-verbal signals. These non-verbal messages 

are continuous and reflect the mood/attitude of the sender and the receiver.   

People generally tend to ignore the non-verbal communication, but as we say seeing is believing,   

non- verbal communication makes more impact on the receiver than verbal communication as it 

is natural and unconsciously reflects our feelings/intentions.   It is therefore emphasized that the 

verbal and non-verbal communication should match.   

Importance of non-verbal communication 

Non-verbal communication communicates a lot. Your looks/posture/movement informs the 

receiver about your attitude/your temperament.  When our mind and body matches with the 

words we speak, it helps improving trust, clarity, and build rapport with the receiver.  

As a community volunteer, you need to be sensitive to both yours as well as the communities‟ 

non-verbal communication to improve your interactions with the communities.   

Non- verbal communications if used appropriately can enhance complement a verbal message. 
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Tips to improve/enhance non-verbal skills 

Work on appearance – a dress code according to the group/audience/environment 

Work on your body language – practice these skills in front of a mirror/or a friend.  You can 

also ask your friend to video record your presentation/mock session.  This will help you view 

yourself the non-verbal communications you used intentionally or unintentionally.  List down the 

positive non-verbal communication you used and the scope of improvement.  This evaluation 

will help you to reflect and improve your body language in future. 

Improve your listening skills   - If you listen to the communities, the communities will listen to 

you.  Listening skills enhances clarity of both the sender and the receiver. 

Points to remember 

 Non-verbal communications are the gestures that we communicate through using our body  

 When our mind and body matches with the words we speak, it helps improving trust, clarity, 

and build rapport with the receiver. 

 Tips to improve non-verbal skills include working on the appearance/body language and 

listening skills. 

 Non- verbal communications if used appropriately can enhance complement a verbal 

message. 

 

2.5 Presentation Skills 

Presentation is an important part of communication.  Whether one engages in verbal 

communication or non verbal communication, presentation reflects one‟s personality and 

attitude.  Presentation is a sharing of idea/concept or experiences/case stories.   

Presentation skills are required in day to day work, at home and in work place.  As community 

volunteers, you may have to present your experiences/your learnings/communicate the concerns 
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of the communities in a variety of forums at your village/district and at the state level.  This sub-

unit aims to enhance your presentation skills and focuses on highlighting the tips for the same. 

Tips/skills for a good presentation 

1. Prepare 

2. Plan your content – what do you want to present?  What is the issue/topic to be 

presented?  Collect materials/information on the same. Arrange the information logically.  

Prepare handouts for additional reading. 

3. Decide the purpose - What is the purpose of presenting? What is your objective?  What is 

your expected outcome? 

4. Know your audience – whom do you want to present to?   An audience analysis would 

help knowing their needs, literacy level, existing knowledge, gaps in knowledge, how will 

it benefit them and accordingly address these gaps in your presentation. 

5. Decide the place – where will you present?  What facilities does the venue have?  

Accordingly you can decide the medium of presentation 

6. Deciding the mode of presentation – Based on the above five points, the mode of 

presentation could be decided. 

7. Structuring the presentation – each presentation consist of a beginning, middle part and 

the concluding part followed by questions.  Depending upon the time allotted to you, 

structure your presentation. 

8. While presenting –  

 Avoid verbal communication barriers like use of jargons/complicated sentences,  

and harsh words, ensure your tone/pitch/voice modulations, be flexible to suit the 

audience needs 

 Avoid non-verbal communication barriers – like stiffness in body/body 

language, be mentally and physically present, be your natural self 

 Take note of - the non verbal feedback of audience and accordingly include some 

spontaneous quiz/puzzle/thematic games, be prepared with frequently asked 

questions – this would give clarity to you and to the receiver.   

 While using visual presentation – make your presentation visible with big size 

fonts, ready to open presentation and the most important of all is face the audience.  
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The presentation is just for your reference or for reconfirming the points you 

presented. 

9. Beginning to present – this is the first point of your interaction with the 

receiver/audience.  Prepare it carefully.  Start your presentation with a case story/personal 

experience about the issue or ask the participants to talk about their personal experience.  

You can also brainstorm with the participants about the issue to know how much they 

know about the issue.  You can also present the facts and figures (secondary data) about 

the issue.  This will draw attention of the participants. 

10. The middle part of the presentation should be logically sequenced.  In between the 

presentation, use of anecdotes/examples/recap helps in revisiting the knowledge gained by 

the participants about the issue. 

11. Conclude your presentation with emphasizing on the key points/points to remember.  

Also include action plan – what to do? who will do?  how? when to do? 

 

2.6 Check your progress 

Answer in brief 

1. List the different barriers in communication. 

2. Define verbal and non-verbal communication. 

3. What are the characteristics of a good message? 

4. List the steps of a good message development. 

5. What is Interpersonal Communication? Why is Interpersonal Communication 

important? 

6. Name the seven C‟s of Communication. 
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Unit – 3 

Audio-Visual Aids and Mass Media 

CHAPTER - I 

Audio-Visual Aids Definition 

AUDIO-VISUAL AIDS are instructional devices which are used to communicate 

messages more effectively through sound and visuals. The aids help in stimulating the sensory 

organs like ears and eyes and facilitate quick comprehension of the message by the audience. 

These may be used for literate as well as for illiterate people. 

In trying to make teaching effective, one must not depend only on the spoken word to 

convey meaning, but must utilize various teaching materials and / or methods. Any materials or 

methods          used to reinforce the spoken word in teaching, which contribute to better learning 

by the students, can be termed “audio-visuals”           

Kinder notes that audio-visuals may be any device which can be used to make learning 

experiences more concrete, more realistic and more dynamic. 

The following definitions of basic terms are offered by Haas and Packer. 

An instructional aid is any device that assists an instructor to transmit to a learner facts, 

skills, attitudes, knowledge, understanding and appreciation. 

A visual aid is any instructional device that can be seen, but not heard. 

An audio aid is any instructional device that can be heard, but not seen. 

An audio-visual aid is any instructional device that can be heard and seen. 

The instructional devices through which the message can only be heard are known as 

AUDIO AIDS. The instructional devices which help to visualize the message are known as 

VISUAL AIDS. The nstructional devices through which the message can be heard and seen 

simultaneously are known as AUDIO-VISUAL AIDS. 
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Importance of AV aids 

A principle of extension is to help people help themselves. Extension is primarily an 

educational activity.In extension teaching, the extension worker is the teacher; the villager is the 

learner. 

In extension the two most important jobs of teachers are; 

 (i)  dissemination of knowledge, and (ii) ensuring that the same is 

Put in to practice. For that he should be able to: 

Thus, the first step in teaching is to attract the attention of people. A study of research 

result reveals that attention of people is attracted by various senses, in the following proportion:  

Sight - 87.0% 

Hearing - 7.0% 

Smell - 3.5% 

Touch - 1.5% 

Taste - 1.0% 

Thus sight and hearing are the major senses involved to attract attention and increase 

learning. The use of audio-visuals is based on these facts. 

Research indicates that, when properly used, audio-visuals contribute to one or more of 

the following: 

 Help give correct initial concept. 

Help learning more. 

Speed learning process. 

Provide experiences not known to learner. 

Clarify and give definite meaning to words and thus combat verbalism. 
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Intensify impressions. 

Arouse interest by attracting attention. 

Build and sustain interest. 

Motivate, develop and change attitudes. 

Help reach more people. 

Vitalize instruction and provide variety in teaching. 

Save time of teacher and viewer. 

Supplement other learning and serve as reminder. 

The use of audio-visual aids has the following advantages - 

1. Capture audience attention and arouse their interest. 

2. Highlight main points of the message clearly. 

3. The possibility of misinterpreting concepts is reduced. 

4. Structure the learning process more effectively. 

5. Messages perceived with several senses are understood and retained better. 

6. Provide experiences otherwise difficult to get. 

7. Help reach more people irrespective of their level of literacy and language. 

8. Speed up the process of learning. 

9. Can adapt to the speed of presentation and to the reactions of  the audience. 

10. Save time of teacher and learner. 
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PROJECTED VISUAL AIDS 

1. Slides 

SLIDE is a transparent mounted picture which is projected by focussing light through it. 

The projection may be made on roll back screen or on white wall. Slides of 35 mm films 

mounted on individual cardboard frames are more common and are extensively used in extension 

programmes. Glass slides are generally used in cinema halls. 

Because of availability of electricity in the rural areas, it is possible to use slide projectors 

fitted with electric bulb for extension work. There are two types of slide projectors. One is 

manually operated and cheap, in which every time the projected slide is taken out and a new 

slide is inserted in the slot and pushed by hand in position. The other one is automatic slide 

projector in which a large number of slides are serially inserted in the magazine slots beforehand 

and are changed one by one at the time of projection by a remote control device. Automatic slide 

projector is costly, but produces good quality images and is extremely convenient for a slide 

show. 

Photographs of selected objects and activities may be taken by the extension agent by a 

35 mm camera, using colour slide film. These may be processed and the selected shots 

(photographs) may be converted to slides at a good photographic studio. Standard slides on 

important topics may also be procured from different national and international institutes and 

organizations. Put their relevance should be checked before using them m extension 

programmes. Slides are used in training programme, seminar, workshop, group meeting, 

campaign, exhibition, television etc. 

Advantages 

1.  Attract attention and arouse interest of the audience. 

2.  Selected slides may help in motivating the audience. 

3.  Projection of slides may be synchronized with the talk. 

4. A few good slides can make a story. 
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5. Have high credibility and can give the audience a near real life experience. 

6. Provide for documentation and evaluation of result. 

7. Less costly and easy to replace. 

8. Have high flexibility in presentation. 

9. Light;  easy to carry, operate and store. 

Effective use of slides 

Slide is a visual medium for communicating message convincingly to the audience. 

Slides taken on extension activities and achievements provide excellent material for use in 

subsequent extension programmes. Use of slides involves two inter-related functions-taking of 

good photographs and making slides, and projecting slides to the audience as a part of the 

extension programme. The following steps may be gone through in preparation and effective use 

of slides. 

Planning 

• Decide on the theme on which the slides are to be prepared. 

• Decide on the items on which shots are to be taken. 

• On the basis of availability of the materials, decide on the time of taking shots. 

• Make a written programme for taking of shots. 

Preparation  

(Making of slides ) 

• Use good quality 35 mm. camera and good quality colour slide film. 

• Take shots on what is to be communicated to the audience. 

• Take photographs in a way which shall produce brilliant pictures. 
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• The work has to be done patiently, as preparation of a series of slides on a particular topic may 

take a few months or even one or two years. Engage a good photographer, if required. 

• Get the film processed in a good photographic studio. 

• Select the best and significant shots and make slides out of them. 

 (Projection of slides) 

• Select slides appropriate to the extension programme. It will be convenient to have a slide-

viewer for this purpose. 

• Arrange slides in proper sequence, load in the magazine and preview them. 

• Rehearse the talk with the slides. 

• Check operation of the slide projector, availability of screen or white wall, availability of 

electricity, seating arrangements for the audience and arrangements for making the room dark 

etc. 

Presentation 

Methods generally adopted in the presentation of slides are delivering the talk, followed 

by showing of slides and presenting the slides along with the talk The second method is 

preferable, but frequent putting on and off the lights may cause annoyance and distraction of the 

audience. Further, a microphone fixed on the stand may not be convenient for delivering the talk 

with the projected slides. Hence the following steps are suggested for proper presentation of a 

talk with slides. 

• Keep all arrangements for projection of slides ready. 

• Introduce the topic and explain briefly about the major point that the audience get an overall 

idea of the message.  

• Announce about the projection of slides. Darken the room Put the slide projector. Take the 

microphone (without stand) in one hand and a pointer on the other. Stand on one side of the 

screen. 
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• Project the slides one by one and explain them to the audience. Emphasize important points by 

using the pointer. If required, a slide already shown may be brought bark 

• After the presentation of slides, put on the lights and make the concluding statement. 

• Invite questions from the audience and answer them. 

          (Devote approximately 25 percent of the time for introducing the topic and explaining the 

main points, 50 percent of the time for projecting slides and delivering the talk, and the rest 25 

percent of the time for the question-answer session.) 

Follow-up 

• Replace obsolete and irrelevant slides with new and significant ones. 

• Store slides in properly labelled boxes. 

• Ensure proper maintenance of equipments and slides. Store all materials in a dry and dust-free 

condition. 

Limitations 

• Understanding the projected pictures requires 'live' narration. 

• The extension agent has to develop skill in taking photographs and projection of slides. 

2. Filmstrip 

FILMSTRIP is a continuous strip of film consisting of a small number of individual 

frames or pictures arranged in a sequence. Each strip may contain about 30 to 60 frames of 

photographs, diagrams, drawings or lettering. The pictures may have explanatory titles. The 

entire length of the strip has perforations on both sides, which facilitate forward or backward 

movement of the pictures. Some of the slide projectors have facility for projecting filmstrip also. 

Filmstrips on some fixed topics may be available from commercial firms or scientific 

organizations. These may also be made according to one's own requirement with the help of a 

good photographic studio. Filmstrips are generally used in training programmes. 
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Advantages 

1. Condense information in a small package. 

2. Projected pictures may be synchronized with the talk. 

3. Light, easy to handle and store. 

4. Less expensive than sound film. 

Limitations 

• Commercial filmstrips may not be wholly relevant to a particular extension programme. 

• The set of pictures in a filmstrip has a fixed sequence which can not be altered. Because of this 

inflexibility, filmstrips have limited use in field extension work. 

3. Opaque Projection 

In OPAQUE PROJECTION a large-apertured projector is used to project opaque 

materials. Opaque projector is also known as epidioscope. Pictures, drawings, diagrams directly 

from books, magazines etc. or drawn on sheets of paper can be projected. The size of the 

projectable material should be around 25 cm. × 25 cm. Materials for projection are inserted into 

the projector by lowering the platen. This lowering of the platen results in a light flash, which 

may disturb the audience. To eliminate this problem, series of pictures may be prepared on paper 

rolls. The projector may have a built-in pointer. Opaque projection may be used in training 

programmes, group meetings etc. Pictures relevant to the talk should be selected in advance and 

arranged in proper showing order. 

Advantages 

1. Stimulates attention and arouses interest of the audience. 

2. Clarifies information. 

3. Saves time and labour. 

4. Equipment easy to operate. 
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Limitations 

• Projected pictures are not of superior quality. 

• The opaque projector is bulky and difficult to carry. 

Because of these, opaque projector has limited use in extension work. 

4. Overhead Projection 

In OVERHEAD PROJECTION, the picture is projected over the head of the speaker on 

the screen. This is accomplished by an overhead projector. Drawing, diagram, lettering etc. are 

made on transparent sheets and are put on the glass platform of the overhead projector, through 

which strong light is passed. The rays of light are converged by a lens and reflected by a mirror 

held at an angle, on the screen at the back. 

The instructional items may be written or drawn by hand on transparent sheets, 

transparent cellophane or polyethene rolls with a special pen or wax crayon. These may be wiped 

clean with a dry cloth Printing on transparencies may be made through photographic, xerox or 

electronic processes. The transparencies may be in colour or in black and white, and may be 

repeatedly used. 

Overhead projection enables the speaker to simultaneously deliver the talk and project the 

instructional materials, while facing audience. The speaker can also write, make sketch and erase 

while projecting them. Important psychological techniques like covering a portion of the 

transparency with a sheet of paper and making progressive disclosure and superimposing 

diagrams may be achieved in overhead projection at ease and in an effective way. A thin object 

may be placed on the transparency and used as pointer by the speaker. Overhead projection is 

used in training programme, group meeting, seminar, symposium, workshop etc. 

Advantages 

1. Makes the talk dynamic and sustains audience interest. 

2. Complex ideas may be clearly presented. 

3. Saves time in presenting the talk. 
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4. Projection of pictures may be synchronized with the talk. 

5. Enables the speaker to face the audience and observe their reaction. 

6. Enables the audience to take notes. 

7. Easy to prepare and project the instructional materials. 

8. Materials for transparencies are cheap and easily available. 

Limitations 

• Requires good preparation by the speaker. 

• The overhead projector is a bit costly equipment. 

 

PROJECTED AUDIO-VISUAL AIDS 

1. Motion Picture (Cinema) 

MOTION PICTURE is the projected image of a positive print of a sound film taken by a 

movie camera, which produces synchronized movement of picture with sound. The film consists 

of a series of still pictures, each of which shows the objects in slightly different position, which 

when projected on a screen in rapid succession, produces the optical illusion of a continuous 

picture in which the objects appear to move. The films have optical sound tracks which produce 

sound, synchronized with the movement of picture. 

Motion picture involves two distinct but interrelated functions-production of the film and 

projection of the film. Production of the movie film is a costly and highly technical job, which an 

extension agent is not likely to perform. In brief, production of movie film involves selection of a 

topic, making script, selecting locations and actors, arranging movie camera and raw film, 

making arrangements for lighting and sound recording, exposing the raw film shot by shot by 

expert technicians, processing, editing, printing positive copies, safe storage and distribution of 

films. 
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Extension agent is concerned with the projection of film, which is generally collected 

from scientific and other organizations. For this purpose, movie film projector with sound box, 

screen and other facilities are required. The films may be in black and white or in colour. Colour 

films have more appeal. The sound films may be of 16 mm., 35 mm., and 70 mm. width. The 

film with 16 mm. width is generally used in extension work. 

Motion picture is used in training programme, group meeting, method demonstration, 

campaign, exhibition, mass meeting, television etc. 

Advantages 

1. Attracts audience and arouses their interest. 

2. Presents facts in a realistic and interesting way. 

3. Exposes the audience to a new practice in a short time. 

4. Provides experience normally difficult to get. 

5. A process involving action or different time periods may be shown in a short span of time. 

6. Helps in changing attitude. 

7. Can reach illiterate people also. 

8. May be shown according to convenience over and over again 

Effective use of motion picture 

Films are costly items, as such very few films may be produced or purchased by an organization. 

The extension agent shall have to depend largely on films available on loan or as a free gift. It 

will be helpful for the extension agent to maintain an up-to-date organization-wise list of films, 

relevant to the clientele. The following steps may be gone through to make effective use of 

motion picture. 

Planning 

• Decide on the programme in which the film will be shown. 
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• Decide on the date, time and venue of the film show. 

Preparation 

• Arrange for advance announcement of the film show. 

• Procure projector, sound box, film, screen etc. 

• Check all the equipments and pre-view the film. Decide whether the film shall serve the 

particular educational objective. 

• Make all arrangements including seating arrangements and power supply. 

• Put the screen high enough so that there is no obstruction in viewing by the audience. 

Presentation 

• Present the film after the main extension programme is over. 

• Before starting the film, introduce the topic to the audience and emphasize on the important 

points to look for and concentrate. 

• Have the film show without any interruption. 

• After the show, discuss with the audience and check up whether they have got the message or 

not. 

Follow-up 

• Utilize the enthusiasm generated. 

• Properly maintain the film and equipments. 

• Return the films taken on loan within the stipulated date. 

Limitations 

• Production of sound film is a costly and highly technical job, and films procured from outside 

may not wholly serve the purpose. 
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• Projection equipments are also costly. 

• A good deal of preparation and technical skill are needed in having a film show. 

• Maintenance, storage, transportation of film and equipments need care and skill. 

• Films pertaining to production processes generally out-of-date within a few years. 

Digital technology has improved cinematography. Digital f making is cost-effective, and digital 

projection gives superior quality image and sound. 

2. Video 

The term video is derived from the Latin word 'videre' meaning to see' VIDEO is an 

electronic audio-visual system for preparing video tapes of programmes and events, which could 

be projected through a receiving set with moving images and synchronized sound. The 

complementarity of video, motion picture and television and their differences shall help in 

understanding the special features and potential of video for use in extension. 

According to Armes (1988), perhaps the most crucial is the general fluidity between the 

three major audio-visual systems of film, television and video. Film can be transferred to video 

tape and video tape to film ; television can transmit live, filmed or video taped material 

indiscriminately; film can be used to record the output of a television studio. While film and 

video are systems of recording which result in concrete, tangible works, television is essentially a 

channel of transmission. 

In motion picture, the raw film is coated with photo-sensitive material, which after 

exposure requires dark-room processing and printing. In video, the tape is coated with 

magnetically sensitive material, which is magnetized after exposure and do not require such 

operations. In motion picture, editing of the film is a scissors-and-paste job, whereas in video the 

editing is done electronically by assembling image sequences from different sources in the 

desired order on the tape of a second machine. 

In motion picture, the images are projected on the screen from outside which requires a 

darkened place for viewing. In video and television, the images are projected from within the 

receiving set and can be viewed in an ordinary room, preferably with some lights on. 
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Video technology 

Video is a modern technology which is constantly being improved. To get the best out of 

it, one has to be conversant with the latest development in equipments and methods. The main 

objective is to good quality video tapes with pictures and sound recorded on th'nt which could be 

viewed as and when needed There may be vars formats of video· 

For extension, simple systems for making video production and playback should be 

evolved. These include identifying a theme for video production, time frame needed for 

production, team support required, equipments needed, choice of locations, costs involved etc. 

Starting such     a programme should be slow and preferably with a pilot project for preparation 

and use of video cassettes (Jumani and Jumani, 1991). 

Advantages 

The flexibility of video makes it eminently suitable for use in extension, particularly for 

training and motivating the people. 

1. Video tapes can be prepared in advance and specifically to suit the requirements of 

individuals, groups or mass of people. 

2. It may be viewed through a single receiving set or integrated with television network for 

broadcast to millions of people over the country. 

3. It increases the viewer's control over learning, as programmes on video can be viewed 

repeatedly with pauses and replays according to one's own pace of learning. Video may be used 

by linking its player with computer, which overcomes the drawback of any delay in searching for 

specific material in the video programme. 

4. It provides for interaction and analysis of programme with the instructor and fellow viewers. 

5. Video can be viewed independent of fixed transmission times of television. 

6. It can stimulate and present real life situations effectively. 

7. In addition to educating and motivating, video can also be used to inform and entertain the 

people. 
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8. Video is less costly and more easy to handle in comparison to motion picture. 

Limitations 

• The application of video technology in extension requires suitably trained personnel. 

• The equipments and materials are costly and need careful handling and maintenance, preferably 

in a dust-free, temperature-controlled condition. 

• Video tapes have less storage life in comparison to motion picture films. 

• Constraint of fund may also be a limitation. 

• Launching and sustenance of a video project require favourable attitude and involvement of 

key personnel of the organization. 

 

NON-PROJECTED VISUAL AIDS 

1. Chalk Board 

CHALK BOARD is a board for writing with chalk. Chalk board is probably the simplest, 

cheapest, most convenient and widely used visual aid. Wooden board, coloured in black is 

mostly used, hence it is also known as blackboard. However, ground glass, roll-up materials, 

coloured in black, olive green or blue may be used. Roll-up materials are made of heavy cloth 

canvas coated with chalk board paint slating. At indoors, chalk board is generally fixed on a 

heavy frame or wall. It may be useful to have a longer board, one side of which may be painted 

square with red lines, to facilitate drawing of graphs, illustrations etc.  

For field use, inward folding wooden board or roll-up material is convenient. Chalk board 

is suitable for use in lecture, training programme, group meeting etc. 

Advantages 

1. Furnishes a writing surface which may be easily erased 
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2. Step-by-step presentation of the topic on the board creates a dramatic impact which sustains 

audience interest. 

3. Important points may be emphasized by underlining them. 

4. Clarity in communication may be brought about by drawing illustrations. 

5. Colour effect may be produced by using coloured chalk. 

6. Presentation may be adjusted with the receptivity of audience. 

7. Helps in taking notes by the audience. 

8. Mistakes, if any, may be promptly corrected. 

9 Permits practice by the audience. 

10. Helps in comprehension and retention of knowledge. 

11. Less costly. 

12. Simple to construct, use and maintain. 

Effective use of chalk board 

Chalk board surface should be smooth but not fine. Colour polish should be dull and not 

glossy. Place it in such a way that there is adequate light on the surface but no glare. Fix the 

board firmly so that it does not tilt while writing. Maintain properly. Avoid pasting anything or 

driving nails on the board. Re-paint when necessary. The following procedure may be followed 

for effective use of chalk board. 

Planning 

• Plan ahead. 

• Keep layout of the teaching plan ready. 

Preparation 

• Get all materials like white and coloured chalk, duster, ruler, pointer etc. ready. 
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• Erase the board clean before use. 

• Draw complicated/time consuming illustrations/tables before- hand. 

Presentation 

• Write a few important points on the board. Brief statements are more effective than lengthy 

ones.  

• Write in clear, bold letters. Avoid crowding, scribbling and overwriting.  

• Use illustrations, graphs etc. to clarify important and complex points. 

• Use coloured chalk where necessary. 

• Underline statements and use pointer to focus attention. 

• Stand on one side of the board and avoid covering the written material. 

• Erase unrelated materials at frequent intervals and keep the chalk board tidy. 

Follow-up 

• After completion, keep all materials in proper place. 

• Erase the board and leave it clean. 

Limitations 

• Use of chalk board may appear to be drab to some persons. 

• Clumsy handwriting of the speaker may confuse the audience. 

• Writings are very temporary. 

 

2. Bulletin Board 

BULLETIN BOARD is a board for display of message. Bulletin board may be made of 

soft insulation board or perforated masonite board and may or may not be covered with glass. 
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Paper containing the message may be fixed by board-pin on the soft insulation board. On 

commercially available perforated boards, the message is displayed by pressing plastic letters 

and symbols on the perforations. Fixing dismantling and re-fixing message is very convenient on 

both types of boards. The message on the bulletin board may be in the form of words, graphs, 

charts, photographs, illustrations, publications etc. and may be used in the communication centre 

and various types of extension programmes. 

Advantages 

            1. Draws attention to important announcements. 

            2. Develops audience interest. 

            3. Facilitates display of graphic and pictorial matter 

            4. Highlights current activities and achievements. 

            5. A basic means of communication at less cost. 

Effective use of bulletin board 

Place the bulletin board against the entrance or on a well lighted place where the people 

are likely to assemble or pass through Fix it firmly on a stand or on the wall, at eye level. 

Collect and prepare suitable materials for display. Present only one or two relevant topics 

at a time. Arrange materials in an orderly and interesting manner. Avoid unrelated materials and 

overcrowding.  Use colour harmony and balance. Caption all illustrations and give a suitable title 

to the display. Change materials regularly and keep the bulletin board up-to-date and tidy. 

3. Picture and Photograph 

PICTURE is a representation made by drawing, painting photography which gives 

accurate idea of an object A good picture ma tell a story without using a single word. Pictures 

may be in black a white or in colour. Colour pictures and blowup photographs have more appeal. 

Photography has been considerably improved with the application of digital technology. 
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For extension photography, a good quality 35 mm. single-lens reflex camera with some 

essential attachments like flash-gun, lens-hood, filter, close-up lens etc. are enough. The 

processing may be done at a good photographic studio. For future use, the negatives may be 

preserved in negative-album, after properly indexing them. 

          Pictures and photographs are used in various ways in extension work such as training 

programme, farm publication, campaign, exhibition, slide, filmstrip, motion picture, television, 

newspaper and display etc. Photographs pasted with synthetic adhesive on thick board and cut to 

shape by ferret machine can produce good display material with 3-dimensional effect.  

Advantages 

1. Arouses interest. 

2. Facilitates introducing a new topic. 

3. Clarifies complex ideas. 

4. Conveys message even to an illiterate person. 

5- Photographs provide proof for evaluation of result. 

6. Leaves an impression on the mind.  

7. Increases credibility of message. 

8. Easy to get and of moderate cost. 

Effective use of pictures and photographs 

          Pictures and photographs for display should be selected according to the specific purpose, 

enlarged and properly mounted. These should be labelled and a series of them should be given a 

good caption. For making series photographs on field activities, prior planning is essential. 

Sometimes one or two years may be required to complete a series. 

4. Flannel Graph, Flash Card, Flip Chart 
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FLANNEL GRAPH, FLASH CARD and FLIP CHART are visual aids in which the 

messages are written or drawn on thick paper and presented step-by-step by the extension agent 

to the audience to synchronize with the talk. This produces a dramatic effect on the audience. 

In flannel graph, papers containing the message are prepared with sandpaper backing and 

are placed one-by-one in a sequence along with the talk, on a board covered with flannel or 

handwoven thick cloth. In Dash card, messages are presented on papers measuring about 30 cm. 

25 cm. A number of them are held like a pack of cards and are flashed the audience, one-by-one 

in a sequence along with the talk. In flip hart, the message is written or drawn on big size papers 

and are arranged like a calendar, the leaves of which are turned over one-by-one in a sequence as 

the talk proceeds. These are generally used in classroom situation, rather than in field extension 

work. 

Advantages 

1. Facilitate presentation of the talk as important points are already noted on the paper. 

2. Help in clarifying concepts. 

3. Help in showing the cumulative process. 

4. Produce dramatic effect on the audience. 

5. Help in summarizing the talk. 

6. Save time in presentation of a talk. Effective use of flannel graph, flash card and flip chart 

Effective use of Flannel Graph, Flash Card and Flip Chart 

May be used for a group of people generally not exceeding 30.  Should be rehearsed with 

the talk before presentation. For flannel graph avoid windy places. 

Planning 

• Decide on the objective. 

• Identify key points and organize them in a sequence. 
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• Decide how much lettering or illustration is to go in each sheet 

Preparation 

• Procure good quality, thick paper of different colour. 

• Procure ink, poster colour, brush, stencil, illustration, sandpaper gum, flannel board, board-pin 

etc. 

• Write in bold letters, clearly visible from a distance. 

• Use simple, bold, easy to understand drawings. Avoid overcrowding. 

• Use good colour combination. Engage an artist, if required. 

• Rehearse and synchronize with the talk. 

• Arrange presentation materials in a sequence and number them. 

• Check up lighting and seating arrangements etc. 

Presentation 

• Present visuals in perfect order along with the talk. 

• Limit the number of visuals from 10 to 15 in a single presentation. 

Follow-up 

•Watch reaction of the audience. 

• Keep the materials up-to-date. 

• Prepare fresh set of relevant materials for each topic. 

Limitations 

• Suitable for a small group. 

• Require some preparation and practice. 
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5. Poster 

POST ER is a placard displayed in a public place with the purpose of creating awareness 

amongst the people. A poster is generally seen from a distance and the person glancing at it 

seldom has the time or inclination to stop and read. The job of the poster is to stop the hurriedly 

passing persons, thrust the message upon them quickly and lead them to action immediately or 

eventually. A good poster should have the following properties - 

It must be able to attract attention-the hurriedly passing persons must be stopped by some 

attractive feature in the poster to take a look at it. 

It must convey the message quickly-wording must be brief and illustrations easily 

understood, so that the message of the poster is quickly absorbed. 

It must lead to action-either immediately or eventually. This requires a forceful idea, 

strongly presented by the content of the poster. 

A few hand drawn posters may be used in training programme, group meeting, farmers' 

day etc. Printed posters may be used in large numbers in campaign, exhibition etc. Wall writing 

and signboards may be made by following the principles of poster and are effective for 

communication. 

Advantages 

1. Helps in making announcements. 

2. Facilitates display of ideas to the audience. 

3. Quick communication of message to a large number of people dispersed widely and in remote 

areas. 

4. Facilitates motivating people. 

Effective use of poster 

A poster, to be effective, should have the following characteristics: 

Brevity- not more than 5 words should be used.  
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Simplicity- it should be compact with minimum number of individual units. The illustration 

should contain only the essentials. 

Idea--visualization of the idea should be clever and original, so as to attract and impress the 

viewer. 

Layout- the arrangement of the elements should be logical and easy wing. The letters should be 

simple, attractive, bold and visible from a distance. 

Colour- bright and attractive colours should be used. Judicious use of colour has an important 

bearing on the effectiveness of a poster. 

In preparing a poster the following steps may be gone through: 

Planning 

• Decide on the theme of the poster and identify the key points. 

• Decide on the size of the poster, caption, illustration and colours to be used. 

• Based on the availability of funds, decide on the number of copies to be produced. 

• Keep in mind the date by which the posters are to be made ready. 

Preparation 

• Prepare a number of dummies, small but proportional to the actual size. 

• Ensure a balance between words and picture. The picture should be bold, without much details. 

Put the caption in one line. Follow optical spacing of the letters. 

• Select the best layout and make some sets of colour combinations. The picture and letters must 

make a contrast with the background. 

• Select the best colour combination. Engage an artist, if required. 

• Consult the press manager and decide on economic production of the poster. 
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• If only a few hand drawn posters are needed, make pencil sketches and then draw by poster 

colour on thick chart paper. 

Presentation 

• Put up hand drawn posters in well lighted place, where the visitors are likely to assemble or 

pass through 

• For printed posters ensure timely despatch. 

• Display printed posters at prominent places, in time. In important places put up a number of 

posters closely to produce mass effect. 

Follow-up 

• Watch reaction of the audience, 

• Ensure availability of inputs and services, commensurate with the message in the poster. 

Limitations 

Posters give only initial idea and can not furnish detailed information. 

• Production of good poster is a technical job and requires skill, time and money. 

• Cannot be repeated. For each occasion a new poster is to be made. 

6.  Diagram, Map, Chart and Graph 

DIAGRAM, MAP, CHART and GRAPH are visuals where information is summarized 

and presented in a more or less abstract form.  For example, a Diagram is line drawing of an 

object or an idea, a Map is an informative diagram of an area, a Chart contains information in 

tabular form and a Graph is a diagrammatic representation of the relationship between variables. 

In diagram, map, chart and graph information is presented in abstract form, as such, a 

higher level of education and intelligence of the audience is required to understand and absorb 

the information. The rural audience would need some assistance to get the message from      

them. However, these types of visuals are very convenient for presenting large amount of 
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information in a comprehensive and meaningful way. Diagram, map, chart and graph are used in 

bulletin board, method demonstration, group meeting, training programme, farm publication, 

campaign, exhibition, newspaper, television etc. 

Advantages 

1. Help in visualizing the broad concept. 

2. Give proper perspective of an area (Map). 

3. Show proper sequence and relationships (Chart). 

4. Help in analyzing a problem or situation (Chart). 

5. Help in making comparisons and contrasts (Graph). 

Effective use of diagram, map, chart and graph 

The visuals should be scientifically prepared on the basis of the data available for the 

purpose, and should convey the message for which these are intended. These should be simple, 

clear, colourful, bold and devoid of unnecessary details. Charts and graphs may be of different 

types. To serve different purposes, pictorial chart, organizational chart, flow chart,  tree or stream 

chart and suspense chart or strip-tease chart may be used. Graphs may be area graph, bar graph, 

pie graph, line graph and pictograph. For effective use of the visuals, the following steps may be       

gone through. 

Planning 

•  Decide on the theme on which the visual is to be made. 

• Decide on the form (diagram, map, chart or graph) in which the message is to be 

communicated. 

•  Decide on the purpose for which the visual is to be prepared. 

• Decide on the caption of the visual. 

Preparation 
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• Process the data and prepare an initial pencil sketch (dummy 

• Refine the dummies till a clear presentation of the data is obtained. 

• Avoid unnecessary details and overcrowding. 

• Enlarge and transfer the final sketch accurately on a good quality paper or any other material of 

desirable size. 

• Draw the visual with good colour combination and bold lettering. 

• Take the assistance of an artist, if needed. 

• Try to prepare the visual in an original way. 

Presentation 

• Fix the visuals on bulletin board or suitable hard background and display them in a well lighted 

place. 

• Make arrangements for explaining the visuals to the visitors. 

Follow-up 

• Watch the reaction of the audience. 

• Keep the visuals up-to-date. 

Limitations 

• Abstract and symbolic visuals may be difficult to understand. 

• Requires good amount of planning and preparation. 

7- Specimen, Model, Diorama 

SPECIMEN is a sample which represents the whole, MODEL is miniature replica of an 

object and DIORAMA is a scenic representation of the original, with specimen, model and 

painting. The term 'diorama' is derived from the Greek which means 'to see through'. In 

extension work when it is not possible to expose the audience to the real life situation, these may 
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be used to communicate a reliable idea of the original. Specimen and model are used in method 

demonstration, group meeting, training programme, exhibition etc. Diorama is generally used in 

exhibition and in communication centers. 

Advantages 

1. Arouse interest of the audience. 

2. Involve a number of sensory organs. 

3. Give three-dimensional idea of an object. 

4. Communicate message when it is physically impossible or impractical to present the real 

object. 

5. Do not require replacement too often. 

6. Save time and money. 

Effective use of specimen, model and diorama 

Individual items of specimen or model may be used in training programme, group 

meeting etc. But generally a number of them, systematically arranged and properly labelled, are 

displayed as a part of exhibition. The exhibition may be of a permanent nature such as 

communication centre, information centre etc. or temporary like Krishi Mela, farmers' fair 

(Kisan Mela) etc. The following steps may be gone through for effective use of specimen, model 

and diorama. 

Planning 

• Decide on the theme and the medium of presentation. 

• Decide on the sequence and the number of units to be made. 

• Adjust with the availability of funds, space and personnel. 

Preparation  

(for specimen) 
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• Collect representative samples, process and add suitable preservatives where needed. 

• At permanent exhibition site, display these in glass jars with bakelite caps. For mobile 

exhibitions, use transparent plastic jars. 

• Label all items properly in local language with bold letters. 

• As far as possible, avoid liquid specimen and specimen of strong, corrosive and poisonous 

substances. Instead, display their empty containers which shall serve the purpose. 

(for model) 

• Start with rough sketches and arrive at a final sketch to the scale. 

• Make dummies to the scale. 

• Prepare models on the basis of approved dummies. 

• Model of human beings, animals etc. may be made of clay, Plaster of Paris or modeling clay. 

Structural models may be made of masonite, cardboard, plastic sheet or light metal. 

• Properly label them with bold letters. If required, engage a good modeller.    

(for diorama) 

• Prepare TV-like wooden boxes with front side open. 

• Provide curved semi-circular background extending to the sides, and to the top. 

• Provide a soft base with cork or insulation board. 

• Suitably paint all the five sides. 

• Insert models and exhibits at appropriate places. Prepare write-up on the topic of each diorama 

and fix it in a convenient location close to it. 

• Arrange for lighting inside the box, with switch outside. 

• After completion, fix a glass cover in front. If required, engage a trained artist. 
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Presentation 

• Arrange and display all items in proper sequence. 

• Use display racks and place the materials at eye level. 

• Explain the visuals so that the intended message is clearly communicated to the visitors. If 

required, engage trained demonstrators. 

Follow-up 

• Change, replace or re-paint the exhibits as and when needed, 

• Ensure proper cleaning, maintenance and storage of exhibits. 

Limitations 

• Involves good amount of planning and preparation. 

• Moderately costly. 

8. Translide 

TRANSLIDES are transparent big size photographs which are displayed by providing 

light at the back. For this purpose, shallow wooden boxes are made with front side open and 

backside fixed with hinge. On the front side two glasses are fitted, of which the outer one is fixed 

transparent sheet glass, and the inner one removable ground glass sheet. Two tubelights are fitted 

on two opposite sides inside the box, with their switches outside. The boxes are painted and 

arrangements are made to fix them on the wall or on display stand. Transparent photographic 

sheets, known as translides, are then inserted between the two sheets of glass from the backside. 

Lights are put on when there are visitors or an extension programme is going on. Translides are 

costly, but produce beautiful life-like visuals. These may be used in communication centre, 

information centre and exhibitions, or placed in the lobby. 

NON-PROJECTED AUDIO-VISUAL AIDS 

1. Drama, Puppet Show, Talking Doll 
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DRAMA is a theatrical performance around a theme by some people who have rehearsed 

for it. In PUPPET SHOW the dolls are made to perform by controlled movement of the 

puppeteer from outside. Both the media require adequate preparation and rehearsing. 

Puppets may be of different types such as glove or hand puppets, string puppets, rod 

puppets and shadow puppets. Glove or hand puppets are simple to handle. This is like a three-

fingered glove which fits on the hand. The first finger is inserted inside the head and the middle 

finger and thumb fit in the hands. These are moved when the story is told. For drama and puppet 

show, proper dress and lighting are essential. While puppet show may be held in daylight or at 

night, drama is generally performed at night. 

Talking doll is an innovation and may be used to create general awareness of a group of 

people about an extension programme. Its use is, however, restricted to the availability of an 

expert ventriloquist, who can not only project own voice, but is also able to manipulate the 

movement of the doll to synchronize with the voice. 

Drama, puppet show and talking doll provide dramatic experience to the audience and 

may be used to communicate messages on broad social themes pertaining to rural life, rather than 

transfer of technology programmes. 
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CHAPTER -I I 

MASS MEDIA 

 

Mass media are those channels of communication which can expose large numbers of 

people to the same information at the same time. They include media which convey information 

by sound (radio, audio cassettes); moving pictures (television, film, video); and print (posters, 

newspapers, leaflets). The attraction of mass media to extension services is the high speed and 

low cost with which information can be communicated to people over a wide area. 

Mass Media has been defined as “means of communication designed to reach and 

influence verylarge numbers of people”(Encyclopaedia Britannicca, 1980). 

 Defleur and Ball – Rokeach(1996) defines mass communication as a technology which 

helps a message to be transmitted among a large number of people at the same time. Thus, it 

includes newspapers, magazines, television, radio, cinema and the now biquitous internet.  

 

Importance 

Mass communicated media saturate the industrialized world. The television in the living 

room, the newspaper on the doorstep, the radio in the car, the computer at work, and the fliers in 

the mailbox are just a few of the media channels daily delivering advertisements, news, opinion, 

music, and other forms of mass communication. 

 

National Development Role of Media 

Basically, the media are described as performing three functions or roles of information, 

education and entertainment.  

   

These are the conventional social functions the media render to the public, but which is 

equally applicable in broader sense in national development pursuit. It could be said that through 

educating, informing and entertaining, the media thereby make the society, society members or 

the nation as well as the leadership of the very society, aware of the importance and need to 

undertake certain process or processes of national development. The mass media are therefore 
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seen for their role in furnishing the public with necessary information to achieve development or 

change goals.  

  These roles of media in national development lie in their capacity and capability to 

teach, manipulate, sensitize and mobilize people through information dissemination.  

   

Other roles of media in national development include –    

  1)    The media leads to formation of attitude through establishing of values for the 

society or nation and thereby building a climate of change in the society or nation.  

  2)    Protection of Social Justice is another role of media in national development, in that 

the media are not only expected to record, compose or report account of events and stories just as 

the historians do, but the media are also expected to analyze issues and facts contained in the 

news, in line with the need and interest of Social Justice.    

3)    The responsibility of informing people about development projects and programmes 

is another major role of media to national development. Such programmes designed and 

proposed by policy makers could be entirely new to the people at whom they need to be 

enlightened, educated and mobilized by the media.   

4)    Offering solutions to problems is another developmental role of the media, in that 

they are not only expected criticize government officials and condemn their actions, but also as 

watchdogs of the society, they should review, analyze, appraise or criticize, as the case may be, 

activities of government agencies and with a view to offering solutions in the areas where they 

are failing or lacking and suggest ways to their rectification.  

 

Types of Mass-media 

1 - Electronic media 

Electronic media includes the Radio, Television and all related modern means of 

communication such as the computer and the Internet.  

 

Definition: Electronic Media is information or data that is created, distributed and accessed 

using a form of electronics, electromechanical energy or any equipment used in electronic 

communications. The common equipment we use on a day to day basis to access Electronic 
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Media is our television, radio, computer, cell phones and other devices transporting information 

to and from us by means of electronic involvement. 

 

I- Radio 

Radio is a particularly useful mass medium for extension. Battery-operated radios are 

now common features in rural communities. Information can reach households directly and 

instantly throughout a region or country. Urgent news or warnings can be communicated far 

more quickly than through posters, extension agents or newspapers. Yet, despite radio's mass 

audience, a good presenter can make programmes seem very informal and personal, giving the 

impression that an individual listener is being spoken to directly. Radio is one of the best media 

for spreading awareness of new ideas to large numbers of people and can be used to publicize 

extension activities. It can also enable one community or group to share its experiences with 

others. 

Ways by which extension agents can achieve a more effective use of radio include: 

Recording farming broadcasts on a cassette recorder for playing back to farmers later. 

This could greatly increase the number of farmers who hear the programmes. Encouraging 

farmers to listen to broadcasts, either in their own homes or in groups. Radio farm forums have 

been set up in a number of countries; a group meets regularly, often with an extension agent, to 

listen to farm broadcasts. After each programme, they discuss the contents, answer each other's 

queries as best they can, and decide whether any action can be taken in response to the 

information they have heard. Stimulating the habit of listening to farming broadcasts, and the 

expectation of gaining useful information from the radio. This can be done by the extension 

agent listening to the programmes and talking about the contents in his contacts with farmers. 

II - Television and video 

Television, like film, combines vision with sound and like radio, it can also be an instant 

medium, transmitting information directly to a mass audience. Television signals can be 

broadcast from a land-based transmitter, by satellite or through cables. Television sets are much 

more expensive to buy and repair than radios, and programme production costs are also far 
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higher. Where television has been used for rural extension communication, access and impact 

have been increased by group viewing followed by discussion. 

Video combines most of the advantages of film and of audio cassettes. Using a video 

camera, picture and sound are recorded on a magnetic tape and are then immediately available 

for viewing on a monitor or television set. This enables the production team to re-record any 

material that is not satisfactory. As with audio cassettes, unwanted information can be removed 

and the tape reused. 

As a mass medium, video has more to offer than film, since video programmes can be 

made far more quickly in multiple copies, and the lightweight video cassettes are relatively easy 

to distribute. As video equipment - television monitors and video cassette recorders - becomes 

more robust, it will be possible to use mobile units to show up-to-date programmes, made within 

the country and even within the area, to large numbers of rural families. The main limitation to 

viewing is that only 20 to 30 people can satisfactorily watch a video programme on a normal 

television set, while several hundred can see a film projected on to a large screen. 

III – Internet and others  

2 - Print media 

Print media can combine words, pictures and diagrams to convey accurate and clear 

information. Their great advantage is that they can be looked at for as long as the viewer wishes, 

and can be referred to again and again. This makes them ideal as permanent reminders of 

extension messages. However, they are only useful in areas where a reasonable proportion of the 

population can read. Printed media used in extension include posters, leaflets, circular letters, 

newspapers and magazines. 

Posters are useful for publicizing forthcoming events and for reinforcing messages that 

farmers receive through other media. They should be displayed in prominent places where a lot 

of people regularly pass by. The most effective posters carry a simple message, catch people's 

attention and are easy to interpret. Leaflets can summarize the main points of a talk or 

demonstration, or provide detailed information that would not be remembered simply by hearing 



69 
 

it, such as fertilizer application rates or names of seed varieties. Circular letters are used to 

publicize local extension activities, to give timely information on local farm problems and to 

summarize results of demonstrations so that the many farmers who cannot attend them may still 

benefit. 

Newspapers are not widely available in rural areas. However, local leaders often read 

newspapers, and a regular column on agricultural topics is useful to create awareness of new 

ideas and to inform people of what other groups or communities are doing. 

Printed media can be either very sophisticated, with colour photographs and a variety of 

lettering Where the extension agent is using printed material that has been mass produced, he 

should make sure that it complements his extension activities. Posters may be used, for example, 

to draw attention to a topic related to a later demonstration, but printed material that the farmer 

does not see as relevant to what the extension agent does or says will have little impact. 

When the agent is preparing his own printed media, or material is being produced to his 

specifications, the following stages offer a very useful guide. They apply equally to posters, 

leaflets, circular letters and newspaper articles. 

 

3 - Traditional Folk media 

Traditional folk media is a term used to denote „people‟s performances‟. This term refers 

to the performing arts which can be described as the cultural symbols of the people. Folk dance, 

rural drama and musical variety of the village people, all come under traditional media. 

Traditional folk media is not just confined to dance and music, but also includes art and crafts. 

Traditional folk media originated as a consequence of people‟s need to express themselves. 

Wang and Dissanayake (19841) defined FOLK MEDIA as a communication system 

embedded in the culture which existed before the arrival of mass media, and still exists as a vital 

mode of communication in many parts of the world, presenting a certain degree of continuity 

despite changes. 
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According to veteran folk media scholar Balwant Garhgi “Folk media represents the 

people in their natural habitat, with all their contradictions and multifarious activities. It gives a 

glimpse of their style of speech, music, dance, dress and wisdom. It contains a rich store of 

mythological heroes, medieval romances, chivalric tales, social customs, beliefs, and legends. In 

order to understand the colourful diversity and unity of India, it is important to see the folk 

theatre in its natural settings.” 

Here are some of the characteristics of traditional folk media: 

1. They have sustained the onslaught of time 

2. They have sustained by changing with the changing times 

3. Any person is always a participant in the performance, never an audience. 

4. It is spontaneous. 

5. It is flexible. 

6. It is cost effective and therefore has enhanced repeatability. 

7. It is has immediate feedback and increased attentiveness. 

8. It is performed in a common language promoting intelligibility. 

9. It is direct and personal. 

Traditional folk media have several advantages over conventional mass media. They are: 

a) It has more intimacy with the masses. 

b)It is physically very close to the people. 

c) It is personal media. 

d) There is more scope for repeat performances  

d) Regional / local level variations make it closer to the people. 

e) There is scope for using body language or non verbal language is adequately available in folk 

and traditional media 

f) There is use of local language, costumes etc  

g) It is performance oriented 

Different forms of traditional media 

• Puppetry is a popular form of traditional media which exists in rural areas of 

India. Shadow puppetry and string puppetry are popular forms. 
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• Patachitra katha refers to stories that have been told through the medium 

of palm leaf paintings. 

• Story telling is another interesting format of traditional media which existed 

at a time when advanced forms of communication such as the written word 

did not exist. Story-telling forms such as „Harikatha‟ and „Kabigan‟ played a vital role in 

communicating historical and epic stories. Story telling is also practised in traditional 

youth clubs like the Ghotul of the tribal murias of Bastar or the Dhumkuria of the Oraons of 

Bihar. 

• Nautanki is a famous form of folk arts involving a mix of music and dance 

and popular in northern India. It was the most popular form of entertainment 

before the advent of cinema. 

• Fairs and festivals including social, ritual and ceremonial gatherings created 

a platform to meet and exchange views among people. 

• Folk dances vary form one place to another. For example, you will find a 

variety of tribal dances in the north eastern region, Orissa and Gujarat. Every 

tribe has a different dance form and dress, accessories, symbols and motifs. 

• Traditional paintings, wall paintings, inscriptions, statues and stupas 

played a vital role in communicating ideas and culture from one generation to 

another. 

It will be interesting to note that in some forms of traditional media, all the above can be 

used. For example „Ramleela‟ which is a folk play telling the story of Lord Rama in a traditional 

style is popular in north India and uses all the above traditional mediums. 
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CHAPTER -III 

Selecting and Use of Media 

For best results, you must ensure that your choice of media tools is based on sound 

principles. Media evaluation and selection is a subjective process and is usually done on the basis 

of convenience, availability and whether you are comfortable using the tools. Although it is 

possible to identify and apply appropriate media usage intuitively, it is advisable to adopt a more 

logical and systematic approach. 

Establish a set of practical criteria to back up your own intuitive processing by asking the 

following questions: 

Relevance 

 Are the chosen media the most appropriate to help me achieve my teaching objectives? 

 Will the media contribute meaningfully to the topic being taught?  

 Are the contents in the media true and accurate? 

 Are the media appropriate to the knowledge and experience level of my students? 

 Do the media contribute to my teaching efficiency and students‟ style of learning? 

 Are there better alternatives that are easy to use and provide the same degree of impact? 

Strategy 

 What are the general purposes and specific objectives of my teaching event? Will the 

media help me achieve them?  

 How should I integrate the media into my teaching process and technique? Do they fit 

well into my teaching plan? Will they cause disruption and distraction? 

 Will the media help me to stimulate my students‟ interest and motivate them to further 

investigation and study? 

At what stage should I introduce media to my teaching process? At the introductory 

stage? At the key stages of my presentation or lecture? Or should the media be used to help me 

conclude my teaching event and to consolidate the content taught? 
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Other factors 

 If the media comprise hardware (equipment) and software (materials), am I competent 

enough to use them without disrupting my teaching process? 

 Do I need to acquire additional skills to operate the equipment? 

 Are the media well designed, clear, attractive and of acceptable technical quality?  

 Are the media hardware and/or materials worth the time, effort and expense in acquiring 

them? 

 Is the physical environment (e.g. room size, lighting and acoustics) conducive to my 

teaching event? Can my students see and hear my presentation clearly without difficulty? 

 Answers to these questions would provide you with a firm basis for planning, integrating 

and using the most appropriate media for the right purposes. If you do not have the 

requisite skills to operate the hardware competently, you should acquire them before 

using the tool. Using media does not necessarily make your teaching task easier. They 

can, however, help you to communicate with your students accurately, confidently, 

effectively as well as create an impact and good rapport. 

 

Mass media cannot do all the jobs of an extension agent. They cannot offer personal 

advice and support, teach practical skills, or answer questions immediately. Their low cost 

suggests that they should be used for the tasks to which they are well suited. These include 

the following: 

-  Spreading awareness of new ideas and creating interest in farming innovations. 

-  Giving timely warnings about possible pest and disease outbreaks, and urgent advice on 

what action to take. 

-  Multiplying the impact of extension activities. A demonstration will only be attended by a 

small number of farmers, but the results will reach many more if they are reported in 

newspapers and on the radio. 

-  Sharing experiences with other individuals and communities. The success of a village in 

establishing a local tree plantation might stimulate other villages to do the same if it is 
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broadcast over the radio. Farmers are also often interested in hearing about the problems of 

other farmers and how they have overcome them. 

-  Answering questions, and advising on problems common to a large number of farmers. 

-  Reinforcing or repeating information and advice. Information heard at a meeting or passed 

on by an extension agent can soon be forgotten. It will be remembered more easily if it is 

reinforced by mass media. 

-  Using a variety of sources that are credible to farmers. Instead of hearing advice from the 

extension agent only, through mass media farmers can be brought into contact with 

successful farmers from other areas, respected political figures and agricultural specialists. 

Principles of media use 

For extension through mass media to be effective, farmers must: 

- have access to the medium; 

- be exposed to the message: they may have radios, but do they listen to farm broadcasts?; 

- pay attention to the message: information must be attractively presented and relevant to 

farmers' interests; 

- understand the message. 

Mass media messages are short-lived and the audience may pay attention for only a 

short time, particularly where the content is educational or instructional. If too much 

information is included, much of it will soon be forgotten. This means that information 

provided through mass media should be: 

- Simple and short. 

- Repeated, to increase understanding and help the audience to remember. 

- Structured, in a way that aids memory. 

- Coordinated with other media and with advice given by extension agents. It is important 

that what the farmers hear and see via mass media matches what extension agents tell them. 

 

******************** 
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Course 4 Communication Skills and Life Skill Education for Development. 

Unit   4 Life Skills 
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4.1 Introduction 

We face many situations in life when we feel confused, puzzled or baffled and cannot decide 

which way to go. In such situations, we need to think of possible alternatives, gather information, 

think differently and come to a decision in order to solve a problem. Facing practical problems in 

life by balancing knowledge, attitudes and values and coming to grips with what to do and how 

to do may be called Life Skills (LS).  LS include competencies that help people to make 

informed choice, think critically and creatively, communicate effectively and empathise with 

others to build healthy interpersonal relationships.  

.   

4.1.1 Learning Objectives of sub Unit 4.1 and 4.2 

After going through Point number 4.1 and 4.2 of this Unit, the learners will be able to 

 Define/describe/explain the  meaning of LS, 

 Explain the importance of LS in an individual‟s life, 

 List major LS, 

 Differentiate between LS and other skills, 

 

4.1.2 Why Life Skill Education (LSE)? 

Life Skill Education (LSE) enables a person to deal with difficult or dangerous situation and lead 

a happy and healthy life. A highly qualified person may not be more efficient than an illiterate 

person in application of life skills because LS are learnt in informal ways i.e. from life‟s 

experiences or formally from the courses or workshops organised especially for adolescents and 

young people.  

Life Skill Education (LSE) deals with a person as whole-her/his feelings, beliefs, needs, ability 

to think and handling emotions. The basic life skill is a person‟s ability to learn.  How well a 

person learns depends on her/his past experience, cultural background and the support s/he 

receives from people around. LSE is an important tool, which enables a person to identify the 

problem, think of probable solutions and practice them.  In other words, life skill education 

empowers people. 

Life Skill Approach enables people to meet life‟s challenges with confidence.  Life Skills 

approach respects the rights of learners and respects their individuality. 

 4.1.3 When to learn Life Skills? 

There is no specific age to learn LS. 
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They are necessary at different stages of life from childhood to adulthood and old age.  

Therefore, LS can be learnt at any stage in life regardless of age or gender. However, considering 

the vulnerability, peer pressure and conflicts, which are faced during puberty, adolescence and 

early adult years, LS are most relevant at these stages of life. 

4.1.4 How are LS Learnt? 

As mentioned earlier, LS are not always taught directly but often learnt indirectly through 

experience and practice.  However, for children and young adults life skill workshops or courses 

are organised.  

 Life Skills are learnt through experiential methods.  The process of learning LS is as important 

as the content. In other words, how people learn is as important as what they learn. LS are learnt 

better by following participatory approach and variety of methods such as role play, games, 

drawing, conversation with friends, discussing a case study or a story and different exercises. 

LS are learnt best in an environment where learners feel free to express themselves without fear 

of being ridiculed.  Since LSE leads to behaviour change, the community in which learners live 

also need to be sensitised so that they can reinforce the positive behaviour of learners.  

This Unit on LS provides conceptual clarity about LS, importance of learning different LS, 

stages of learning LS, signs and management of certain LS and recapitulation of what is 

learnt by going through self - learning exercises. 

4.2 Concept of Life Skills 

4.2.1 Definition of LS 

The term „Life Skills‟ refers to the skills usually associated with managing and living a better 

quality of life, they help us to accomplish our ambitions and live to our full potential. 

There is no definitive list of life skills; certain skills may be more or less relevant to a person 

depending on her/his life circumstances, culture, beliefs, age, geographic location etc. 

There are many definitions of LS but the one given by the World Health Organization (WHO) is 

simple and easy to grasp. WHO defines LS as “the abilities for adaptive and positive behavior 

that enables individuals to deal effectively with the demands and challenges of life.” Adaptive 

means that a person is flexible and is ready to adjust whereas Positive Behaviour implies that a 

person is forward looking and is hopeful of finding solutions even in difficult circumstances. 

WHO has identified a core set of life skills for the promotion and wellbeing of children and 

adolescents. These are as follows: 
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Core Life Skills 

Problem solving                                                       Self awareness 

Decision making                                                      Interpersonal skills (including goal setting)                  

Critical thinking                                                       Empathy 

Creative thinking                                                     Coping with Stress 

Communication skills                                              Coping with emotions 

 

Source: Life Skills Education Toolkit for Orphans and Vulnerable Children in India.  Family Health International 

(FHI), India Country Office, 2007. 

 

 

There are other LS such as perseverance, negotiation, resilience and many more listed by other 

organizations. The model given on the next page gives a long list of skills.  Some experts may or 

may not agree on whether all the skills given in the model are LS or not.  However, the 

classification gives an idea as to which skills are related to Heart, Hands, Health and Head. Some 

psychological traits facilitate a person to learn a particular life skill.  For example, positive self-

esteem helps one to make quick decisions.  

The LS could be categorized as Thinking Skills, Social Skills and Emotional Skills.  Thinking 

Skills relate to how we reflect on different issues.  Social Skills relate to interpersonal 

relationship whereas Emotional Skills refer to making rational decisions and making others see 

our point of view. 

All LS are important and they are interrelated. Different LS are required at different time. 

For the purpose of this Unit, we are going to focus on the following LS: Self Awareness, 

Critical Thinking, Creative Thinking, Decision Making, Problem Solving and Coping with 

Stress and Emotions.  Since the LS are interrelated,  for the sake of convenience, we have 

combined a few LS in this Unit and they will be dealt with as follows: 

Self Awareness, Critical Thinking and Creative Thinking, Decision Making and Problem 

Solving, Coping with Emotions and Stress. 
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4.2.2 What LS are Not 

LS are sometimes confused with skills such as finding a job, going to a bank or learning first aid. 

While these skills are important they are not considered life skills.  Managing time, setting up 

business, learning vocational skills etc are Livelihood Skills. The term Livelihood Skills refer to 

individual and household economic goals and relate to income generation. The following table 

explains the difference between LS and other skills. 

Livelihood Skills  Daily Living 

Skills 

Learning Skills Health Skills Survival Skills 

Applying for a 

job 

Managing 

personal finances 

How to read and 

write 

Brushing teeth How to seek 

police help 

Managing time Preparing meals Arithmetic Correct and 

consistent use of 

condoms 

Where to go in 

an emergency 

Work habits Banking Hobbies First aid Contacting help 

lines 

Setting up a 

business 

Going to a post 

office 

Drawing and 

crafts 

Making Oral 

Rehydration 

Salts(ORS) 

Contacting the 

fire station 

Vocational skills Using 

transportation 

Learning about 

human rights 

Road safety  

Women‟s self 

help groups 

Going to a health 

centre 

 Making 

nutritious meals 

 

Source: Life Skills Education Toolkit for Orphans and Vulnerable Children in India.  Family Health International 

(FHI), India Country Office, 2007. 

4.2.3 Let us Recapitulate 

The main points learnt in Points 4.1 and 4.2 of this Unit are: 

-LS enable a person to face life‟s challenges with confidence and empower them to lead happy 

and healthy life.  

-LS focus on behaviour change and help in maintaining balance among knowledge, attitudes and 

values. 

-LS are not solely responsible for behaviour change.  There are other factors such as social 

support, culture and environment that affect behaviour. 

- WHO defines LS as “the abilities for adaptive and positive behavior that enables individuals to 

deal effectively with the demands and challenges of life.” 



83 
 

- LS can be learnt at any stage in life regardless of age or gender.  However, children, 

adolescents and young persons need them the most. 

-Life skills are learnt through experiential and participatory methods. 

-WHO has identified core LS.  They are Problem Solving, Decision Making, Critical Thinking, 

Creative Thinking, Communication Skills, Interpersonal Skills, Self Awareness, Empathy, 

Coping with Stress and Coping with Emotions. 

-LS are not same as Livelihood skills, which refer to economic goals and income generation. 

Managing time, going to a bank or learning about human rights are not LS. 

-Effective acquisition and practice of LS can affect the way one feels about oneself and others. 

4.2.4 Check Your Progress 

Read the following statements and write T for true and F for false in the bracket. 

1. LS enable a person to meet the life‟s challenges with confidence. (     ) 

2. A highly qualified person does not need LSE. (     ) 

3. LSE is necessary only for adolescents.  (      ) 

4. LSE leads to development of certain competencies which in turn leads to change in 

behaviour. (      ) 

5. LSE requires reading and writing skills. (      ) 

6. Decision Making, Creative Thinking and Coping with Stress are some of the Core LS. (     

) 

7. LS are learnt better in an environment where the learner feels free to express her/himself.  

(     ) 

8. Booking a railway ticket is an important Life Skill.  (      ) 

9. LS are also learnt through experience and practice.  (      ) 

10. LS include Social Skills and Interpersonal Skills.  (      ) 

 

 

4.3 Self Awareness 

 

4.3.1Concept of Self Awareness 

We have taken for granted that we know who we are. However, when we ask a question, 

“Who am I?” to ourselves we realise that the answer is not easy to find and there can be 

various answers. We generally introduce ourselves by our name and as somebody‟s 

daughter/son, grand daughter/grand son, sister/brother, wife/husband, niece/nephew or as 

an employee of a particular company or organisation.  We forget that we have personal 
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qualities which make us different than others.  The diagram given below describes the 

many facets of an individual‟s identity.   
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We have our likes, dislikes, strengths, weaknesses, beliefs, preferences, values and 

desires. But, we seldom think of ourselves in terms of our qualities and personal 

characteristics.  If we are not clear as to who we are, we will not be able to change our 

behaviour, which is one of the major outcomes of LSE. 

 

Self awareness is the first step in learning LS.  Self awareness is a pre requisite to 

effective communication and interpersonal relations as well as for developing 

empathy with others. Self awareness also helps in making decisions and coping with 

emotions and stress. 

 

4.3.2 Learning Objectives of sub Unit 4.3 

After going through sub Unit 4.3, the learners will be able to, 

 Identify their strengths and weaknesses and other personal qualities, 

 Say whether they are happy to be a girl/woman or boy/man i.e. their own gender 

and why, 

 Decide which values or skills they would like to develop or strengthen or change.  

 

4.3.3 How to Promote Self Awareness 

 

            Some statements/questions are given below. The learners are required to give a serious 

thought to each statement/question and note their response. If possible they may discuss these 

statements/questions with their friends. They can also think as to what would have been the 

response of their siblings or friends to the same statement. 

1.  You know your ordinal position in your family i. e. the eldest, the youngest, in the 

middle or the only child.  Do you like your ordinal position?  If so, why and if not 

why not? 

2. Do you like your gender i. e. girl/boy or would you have liked to be born as the 

opposite gender.  Why? 

3. Do you prefer to have the latest model of gadgets such as cell phone, TV, i pad, or 

latest models of cars, scooters etc. or do you  prefer to use the old models if they are 

functional. 

4. Do you think that a person is a better person if s/he possesses higher educational 

qualifications or do you think that educational qualifications are not the only criteria 

to judge a person. 

5. Do you think you should always obey the elders/boss even if their demands are 

unreasonable or do you think you should say a polite „no‟ to their unreasonable 

demands. 

6. Do you have many friends or a few friends? 
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7. Are you very nervous about exams or appearing for a job interview or do you feel 

confident about these things. 

8. What makes you feel very happy or sad? 

9.  What do you like about yourself, your family or your community?  

 

By discussing these questions with themselves or with their friends, the learners would 

develop an insight into their own and their friends‟ likes, dislikes, habits, interpersonal 

relationship and emotions.  They would also become conscious of the fact that everyone 

is different and everyone has unique personality.  It is also important to note that there is 

nothing RIGHT or WRONG in possessing or not possessing some qualities. Everyone is 

different and one should be proud of oneself. 

 

4.3.4 Value Education 

Value is an important component of one‟s personality. Values shape our behaviour and 

determine our way of thinking, our decisions and our relations with others. Values affect 

more than one LS. Therefore, they are dealt with at the beginning in the first Life 

Skill i.e. Self awareness. 

 

4.3.5 Concept of Value 

A value is what we believe in-it reflects what we stand for and what we are against. 

Value gives us direction to go in when we make decisions, set goals and take actions. 

 

Our families, communities, society and friends whom we consider our role models shape 

our values. Values such as honesty, truth, hard work, cooperation, integrity, tolerance are 

imbibed by a person. There are personal values, group values and organisational values. 

Determination to adhere to our value system does not always lead to happiness.  

Sometimes we have to give up our immediate needs, wants and comforts in order to stick 

to our values.  However, not compromising with our values gives us immense 

satisfaction.  For example, if I pay extra money to the tout, I can get railway reservation 

without standing in a queue but I prefer to stand in a queue and get the railway 

reservation without paying extra money. Values can be changed based on our past 

experience and circumstances. 

 

We should refrain from forcing our values on others. 

We should respect others‟ values just as we do ours. 

Our values are reflected in our decisions and our actions. 

 

4.3.6 How to Promote Values 

Some statements are given below.  The learners are expected to decide whether they 

agree or disagree with each statement.  Their response will indicate their values in life. 
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Sample statements: 

1. Getting money is important. It does not matter how one gets it. 

2. One must wait until one gets married to have sex. 

3. Whatever happens will happen, so why plan? 

4. Girls need not study after Std 10. 

5. You can get good job without finishing secondary school. 

6.  Drinking can help to manage stress and problems in daily life. 

7. Girls, not boys should help their mothers in household chores. 

8. Birth control is a woman‟s responsibility. 

9.  It is alright to beat the stray dog for fun. 

10.  It is alright to use abusive language for the vegetable vendor if you find one rotten 

tomato in your vegetable basket. 

 

These statements would help the learners to realise that different people have different 

values and that their behaviour and life depends on the values, which they believe in. 

 

Source: Adapted from Life Skills Education Toolkit for Orphans and Vulnerable Children in India.  Family Health 

International (FHI), India Country Office, 2007. 

 

4.3.7 Let Us Recapitulate 

-Self awareness is the first step in learning LS. 

-Self awareness enables us to be conscience of our likes, dislikes, strengths, weaknesses, 

values and beliefs. 

-Self awareness leads to change in behaviour. 

-It is important to know our strengths, weaknesses as well as those of the people around. 

-There is nothing RIGHT or WRONG in possessing some qualities as each individual is 

unique. 

-A value is what we believe in. They give direction to our behaviour and actions. 

-Our families, friends, community and society shape our values. 

-We can change our values. 

- Values determine our decisions and actions. 

 

4.3.8 Check Your Progress 

Fill in the blanks by selecting an appropriate word from those given in the bracket. 

1. Self ______means being conscious of our strengths, weaknesses, likes and dislikes.  

(awareness/confidence) 

2. Every human being is ______. There are no right or wrong qualities.(good/ unique) 

3.______ determine our decisions and actions.  (qualities/values) 

4. An individual‟s identity can be described in _____ ways.  (one/many) 
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5. Knowing oneself is the first step in learning ______  ______.  (Life skills/Self 

awareness) 

 

 4.4 Critical Thinking and Creative thinking 

4.4.1 Learning Objectives 

After going through the sub Unit 4.4, the learners will be able to, 

 Understand the meaning of Critical Thinking and Creative Thinking and 

differentiate between the two. 

 List what a person with Critical Thinking can do. 

 List what a person with Creative Thinking can do. 

 Apply the stages of Critical and Creative Thinking to a given situation. 

 Recognise that Critical and Creative Thinking help in solving problems. 

 

4.4.2 Concept of Critical Thinking 

Critical Thinking is the ability to do reflective and independent thinking and  

is based on our ability to analyse a situation in an objective manner.  Critical thinking 

helps us to recognise and assess factors that influence attitude and behaviour. 

A person with Critical Thinking skills can: 

 See the logical connections between ideas, 

 Scrutinize arguments 

 Judge ideas 

 Solve problems systematically, 

 Reflect on the justification of one‟s own beliefs and values.   

 

 

The following story titled “Birbal‟s Visit to Heaven” is an excellent example of Critical 

Thinking.  Stories of this nature can help people to develop Critical Thinking. 

 

Birbal‟s Visit to Heaven 

Because Birbal was very wise and witty, the Emperor's courtiers and other people used to be jealous of  him and 

used to find some way to degrade him. 

One day the court barber, who was very jealous of Birbal, plotted a plan against him. So when the King called him 

again to trim his beard, he went and started trimming his beard. He said, "Sir, last night I dreamt about your father." 

The King got interested, so he asked, "What did he say to you?" 

"Sir, he said to me, that everything is good in paradise, but he feels a great absence of a good humorous man who 

can amuse him." The King thought and thought, but nobody else he could think of except Birbal who could perform 
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this kind of duty very well. And, naturally, the only way to go to heaven was through death. For a moment, Akbar 

was very sad to lose such a good man, but thinking of his father, he made up his mind. 

He summoned Birbal and said, "I think Birbal you love me very much and you can sacrifice anything for me." 

Birbal tried to understand his point but couldn't guess. He said, "You know Majesty, I do." "Then Birbal, please go 

to heaven to give company to my dear father." Birbal understood that this was a wicked plan of somebody to kill 

him. He said to Emperor politely, "I will do so, but I need a few days to prepare myself to go to heaven." The King 

said, "Certainly. You are giving me such a great favor, I allow you one week to prepare yourself." 

Now Birbal was worried. He thought, somebody has planned very well and he could not escape from this plan. He 

thought and thought. And then he found a way. He dug a ditch near his house which would serve as his grave, and 

dug a tunnel too which would open in a room of his house. After doing this, he returned to the Imperial Court. He 

said, " I am ready, His Majesty, but there are two conditions." Akbar was so happy to hear this that he forgot that 

Birbal could put some odd conditions to him. He asked, "What are those conditions? Tell me soon. I will try to 

fulfill them so that you can go to heaven to be with my dear father." 

Birbal said, "Your majesty, I wish to be buried near my house. And I want to be buried alive so that I can reach 

heaven alive to amuse your dear father." The King found this logical and agreed upon them immediately. 

So Birbal was buried alive near his house. Of course he made his way to his house where he lived in confinement for 

six months. After six months, he came out of hiding with grown beard and shabby hair and asked the permission to 

appear in the Royal Court. 

Looking at him Akbar cried, "Where have you been Birbal?" Birbal said, "Your Majesty, I was in Heaven with your 

dear father. I had a very good time there with your father. He was so happy with my services that he gave me special 

permission to return to Earth." Akbar was very anxious to know about his father, he asked, "Did he send any 

message for me?" Birbal said, "Yes Your Majesty, he said that very few barbers can make it to go to Heaven, you 

can make out this from my grown beard and shabby hair, so he has asked to send your own barber to him 

immediately. 

Akbar understood everything. He gave Birbal a big prize, and his barber the life sentence. 

Let us apply the characteristics of a person with Critical Thinking (as given above) to Birbal in 

this story: 

 Birbal could see the logical connection between the barber‟s intention to get rid of 

him with Akbar‟s wish that Birbal go to heaven to keep his father amused.( See 

the logical connections between ideas), 

 Birbal scrutinizes different ways to go to heaven and then puts two conditions to 

Akbar.( Scrutinize arguments) 

 Birbal decides to get buried alive and that too near his house after preparing a 

tunnel.  (Judges ideas.) 

 He remains in hiding for six months and allows his beard and hair to grow. (Solve 

problems systematically) 

 He finally comes out of his hiding and tells the king that there is no barber in the 

heaven and his father also has long and shabby beard and hair like Birbal has.  

(Reflect on the justification of one‟s own beliefs and values.)   
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 The king understands the logic so well that he rewards Birbal and punishes the 

barber. 

Critical Thinking is not a onetime skill, which if learnt once, can be applied to any situation 

any time such as table of five in arithmetic.  Critical Thinking skills have to be learnt and 

applied at a particular time and in a particular context. 

4.4.3 Concept of Creative Thinking 

Just as Critical Thinking is based on analytical thinking, Creative Thinking is based on thinking 

differently, in a novel way.  Creative Thinking involves questioning the customary and habitual 

way of thinking and being ready to think and act differently on the basis of critical questioning. 

A person with Creative Thinking can 

 Generate new ideas, 

 Change perspective easily, 

 Think of original ideas, 

 Question traditional thinking and  

 Build on new thoughts. 

The following story titled “How Many Crows in the Kingdom?” demonstrates Birbal‟s ability of 

Creative Thinking. 

How many Crows in the Kingdom? 

One day Akbar was strolling in his palace gardens with his dear minister Birbal. Many crows were flying around. 

The King enjoyed their flying. Just then he thought, that how many crows could be in his kingdom and immediately 

posed this question to Birbal. 

Birbal thought a moment, then said, "They are ninety-five thousand, four hundred and sixty three (95, 463) crows in 

your kingdom, Huzoor." "How do you know that for sure?" the King asked. "You can get them counted, Huzoor." 

Birbal said. 

The king again said, "If there will be less than that, then?" Birbal replied immediately, "That means that the rest of 

them have gone on vacation to some neighboring kingdoms." "Or if there were more than that, then?" "Then it 

means that other crows are visiting your kingdom, Huzoor." 

Akbar was very pleased with this answer of his question. 

You can see how Birbal rejected the standardized way of thinking (actual counting of crows) in 

order to arrive at an acceptable solution to the problem. 

Critical Thinking helps you to decide your goal, think of various possibilities and arrive at the 

decision whereas Creative Thinking requires consideration to a wide range of divergent thoughts 

before arriving at a solution. 
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     Creative Thinkers 

 Consider rejecting standardized formats for problem solving. 

 Have an interest in a wide range of related and divergent fields. 

 Take multiple perspectives on a problem. 

 Use trial-and-error methods in their experimentation. 

 Have a future orientation. 

 Have self-confidence and trust in their own judgment 

 

The diagram given below explains the components of creative and critical thinking and how they 

can have combined effect on decisions. 

 
 

(Source:Website on Creative Thinking) 

 4.4.4 Let Us Recapitulate 

 

-Critical thinking is based on one‟s ability to do reflective and analytical thinking. 

-Critical Thinking is aimed at achieving the best possible outcomes in any situation.  In order to 

do so, it involves gathering and evaluating information from as many sources as possible. 
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-Critical Thinking is not a onetime skill but is applicable in a particular context at a particular 

time.  

 

- Creative Thinking involves questioning the customary and habitual way of thinking. 

-Creative Thinking requires critical questioning and  

-Creative Thinking requires readiness to think and act differently. 

4.4.5 Check Your Progress 

Fill in the blanks with either the word „Creative‟ or „Critical‟. 

1. __________ Thinking requires divergent ideas. 

2. __________ Thinking is based on one‟s ability to analyse possibilities. 

3. __________ Thinking requires challenging the usual way of thinking. 

4. __________ Thinking is not one time learning.  It is based on the context. 

5. __________ Thinking enables one to generate new and original ideas. 

 

4.5 Decision Making and Problem Solving 

4.5.1 Relation between Decision Making and Problem Solving 

During our lifetime, we face innumerable problems; they may be related to interpersonal 

relationship in the family, among friends or colleagues, they may be related to finances and 

investments, purchasing or renting a house so on and so forth. At the same time we also are 

faced with situations, which require decisions.  The decisions range from major decisions 

such as which school or college to join, how many children to have, whether to go for a tour 

or save for a car or day to day decisions such as what to wear and what to cook.  A right 

decision made at a right time helps in solving a problem successfully. Both, Decision 

Making and Problem Solving require Critical and Creative Thinking.  

     4.5.2 Learning Objectives of sub Unit 4.5 

    After going through the Sub Unit 4.5, the learners will be able to, 

 See the relationship between Decision Making and Problem Solving. 

 Recognize that goals and barriers are two important components of a problem. 

 Understand that Decision Making depends on understanding the situation well, listing the 

possible choices and weighing the consequences. 

 See that our decisions depend on our values and risk taking behaviour. 

 Understand the stages of Decision Making and Problem Solving. 
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4.5.3 What is a Problem? 

Let us first understand the meaning of the word Problem. The Concise Oxford Dictionary 

(1995) defines a problem as “A doubtful or difficult matter requiring a solution” and 

“Something hard to understand or accomplish or deal with.” 

All problems have two things in common- Goals/objectives and Barriers. Let us see a simple 

example. One evening, you want to have Biryani but when you open the container you 

realize that you do not have rice at home. Here, cooking a Biryani is an objective and not 

having rice is a barrier.  

If there were no barriers in the way of achieving a goal, then there would be no problem. 

Problem Solving involves overcoming the barriers or obstacles that prevent achievement of 

goals. 

So, in the above situation, what are the alternatives to remove the barriers? Either you go out 

and buy rice, or you get Biryani from outside or postpone your plan for the time being.  

4.5.4 What is Decision Making? 

Decision Making is the act of choosing between two or more courses of action. Good 

Decision Making depends on understanding the situation well, being aware of the available 

choices and seeing the consequences of our choices.  

Decision Making is a complex process.  Our values determine our decisions.  Some decisions 

also involve risks.  For example, you have two job offers simultaneously; one has less pay 

but is in your home town whereas the other has better remuneration and brighter future 

prospects but is far away from your family.  You are given limited time to make a decision. 

Here, you have to weigh pros and cons and the risks involved. 

Each person is different in their willingness to take risks.  Some dive headfirst into a 

situation, others are more cautious and others change their decisions often.  It is also 

important to remember that all the decisions may not always be correct.  Sometimes you may 

not have all the choices available at a given time and sometimes you may select a wrong 

choice.  Hence, Decision making depends on your past experiences too. 

4.5.5 How Do We make Decisions? 

The three Cs of Decision Making are Challenges, Choices and Consequences.  

Generally people make decisions in one of the following ways: 

 Ask somebody else to take decisions on their behalf, 

 Wait until someone else decides, 
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 Do what an older person says, 

 Do not make any decision at all, 

 Think of the alternatives and then choose. 

Let us take an example and apply the three Cs of Decision Making. 

An uncle of a 16 year old girl has found a suitable boy for her.  She is studying in the 12
th

 

Std.  Should she be married? 

The Challenge is – if she is married at this age, it is illegal and her studies would be 

disturbed or stopped altogether.  If she is not married, her parents may find it difficult to 

resist the family pressure to marry her off to her maternal uncle, as per the tradition, who 

is much older to her. 

The next thing to do is to list the possible alternatives i.e. the choices. What would make 

her future bright- completing Std 12 and studying further, taking up a job or getting 

married now and subsequently looking after the family and bearing and rearing children 

when she herself is still a child! (according to the definition of a child given by the 

United Nations) 

Weighing Consequences may lead them to think whether she and her parents visualize 

her as an efficient and self confident earning member of the family or a tired, harassed 

housewife with untimely burden of child bearing and child rearing? 

While making a decision, one has to also remember that the decisions made by her/him 

do not only affect her/his life but that of the life of others; may be family members or 

colleagues in the organizational set up. 

4.5.6 Stages of Decision Making 

The following Stages if followed would facilitate the process of Decision making: 

 Listing all possible solutions/options. 

 Setting a time scale and deciding who is responsible for the decisions. 

 Information gathering. 

 Weighing up the risks involved. 

 Deciding on values. 

 Weighing up the pros and cons of each course of action. 

 Making the decision. 

The factors that influence decision making are one‟s ability to take risks and one‟s 

readiness to change one‟s behavior.  In Indian context, the gender factor is also 

important in decision making as girls/women in some families are neither 

expected nor allowed to make decisions because of the patriarchal mindset. 
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4.5.7 Stages of Problem Solving 

Problem Solving becomes easier if we follow the following steps: 

 Problem Identification-you have to be clear about what the problem is and whether 

there is a problem at all! 

 Structuring the Problem- After identifying the problem, you have to define it and try 

to understand the nature of the problem. 

 Looking for Possible Solutions- A problem may have more than one solution. It is 

wise to list the possible solutions.  If it is a group problem, it would be advisable to 

ask for suggestions of different members of a group-it may be either family members 

or colleagues. 

 Making a Decision-This is perhaps the most complicated part of solving a problem.  

It involves careful scrutiny of the possible solutions before arriving at a decision to 

select the most appropriate solution.  Some solutions seem good but may have time or 

money constrains.  For example you want to admit your infant son into a crèche but 

the timing and fees of the crèche may not suit you. 

 Implementation- Implementation involves putting into practice the chosen solution.  

During implementation more problems may arise if identification or structuring of the 

problem was not done carefully. 

 Monitoring/Seeking Feedback- The last stage involves reviewing the process and 

checking the outcome of the problem solving process.  You can do it by seeking 

feedback from the persons affected by the problem.  

An old adage says that “A problem shared is a problem halved.‟ 

It is also important to view the problem as a whole and not in parts. For example, we are 

familiar with the story of An Elephant and Six Blind Men. One man who touches his legs 

thinks that elephant is like a pillar, the one who touches his trunk thinks the elephant is 

like a snake and the one who touches his tail describes the elephant as a rope.   

Problems can be solved by asking a simple “why” question five times. For example, 

I cheated during the exams 

But why? 

I was not prepared for it. 

But why? 

I did not study last night. 
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But why? 

My friends called to go out. 

But why? 

There was a party at a friend‟s place and alcohol was being served. 

But why? 

There were anti social men who had money to spend on alcohol and drugs. 

(Adapted from: Life Skills Education Toolkit for Orphans and Vulnerable Children in India.  Family 

Health International (FHI), India Country Office, 2007) 

By asking a series of “But Why?” questions, one gets deeper into the circumstances of 

the problem and it reveals how social relations, peer pressure and values determine our 

decision. The third “why” question reveals that if the boy had the ability to say “no” he 

would have saved himself from the further problems.  The last “why” question reveals 

that the vulnerable boys were manipulated by the anti social elements. 

It is also important that we do not repeat the same mistakes made in the past while 

coming to a solution. 

As John Foster Dulles, Former U S Secretary of State said, “The measure of 

success is not whether you have a tough problem to deal with, but whether it is 

the same problem you had last year.” 

                 4.5.8 Let Us Recapitulate 

-During our life time, we face many problems and we have to make many small 

and big decisions. 

-A right decision made at a right time helps us in solving a problem. 

-Decision Making and Problem Solving requires Critical and Creative Thinking. 

-All problems have two things in common-goals and barriers.  If there was no 

barrier, there would be no problem. 

-Decision Making involves three Cs- Challenges, Choices and Consequences. 

-Decision Making depends on our values, our ability to take risks, readiness to 

change behavior, ability to weigh consequences and our past experiences. 

-It is important to see the problem as a whole and not in parts.  
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-Asking a simple question “WHY?” five times helps us to get insight into the 

causes of the problem. 

-It is important to give equal opportunity to girls/women in the process of 

Decision Making and Problem Solving. 

 

4.5.9 Check your Progress 

Read the following story and answer the questions in one sentence. 

Unity is Strength 

Once upon a time, there was a flock of doves that flew in search of food led by their king. One day, they had flown a 

long distance and were very tired. The dove king encouraged them to fly a little further. The smallest dove picked up 

speed and found some rice scattered beneath a banyan tree. So all the doves landed and began to eat.  

Suddenly a net fell over them and they were all trapped. They saw a hunter approaching carrying a huge club. The 

doves desperately fluttered their wings trying to get out, but to no avail.  

The king had an idea. He advised all the doves to fly up together carrying the net with them. He said that there was 

strength in unity.  

Each dove picked up a portion of the net and together they flew off carrying the net with them. The hunter looked up 

in astonishment. He tried to follow them, but they were flying high over hills and valleys. They flew to a hill near a 

city of temples where there lived a mouse who could help them. He was a faithful friend of the dove king. 

When the mouse heard the loud noise of their approach, he went into hiding. The dove king gently called out to him 

and then the mouse was happy to see him. The dove king explained that they had been caught in a trap and needed 

the mouse‟s help to gnaw at the net with his teeth and set them free.  

The mouse agreed saying that he would set the king free first. The king insisted that he first free his subjects and the 

king last. The mouse understood the king‟s feelings and complied with his wishes. He began to cut the net and one 

by one all the doves were freed including the dove king.  

They all thanked the mouse and flew away together, united in their strength. 

Answer the following questions in one word or one sentence. 

1. What was the objective of the flock of doves? 

2. What was the barrier? 

3. What were the possible choices/solutions? 

4. What was the decision made by the king of doves? 

5. What was the outcome of the decisions? 

6. Which value helped the group of doves to find an amicable solution? 

7. What did you learn from the story? 

4.6 Coping with Emotions and Stress 

http://thestorybooks.wordpress.com/2008/02/29/unity-is-strength/
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4.6.1 Concept of Emotions and Stress 

All living beings express, control and react to a variety of emotions and feelings. Perhaps a 

human being possesses the maximum emotions and feelings. A list of emotions include joy, 

sadness, anger, fear, worry, love, shame, disgust and many more. An emotion is an excited state 

of feeling whereas stress implies strain and tension.  

Stress is a response to an inappropriate level of pressure. Stress can be described as the distress 

that is caused as a result of demands placed on physical or mental energy.  

(www.skillsyouneed.com) 

We all express different emotions at different times in different ways.  We express feelings in 

our unique ways. For example, if somebody gets the highest rank in the board exam, one may 

jump and shout with excitement, another person may run around, dance and distribute sweets and 

somebody else would quietly internalize the message, let the feeling of joy sink in and think of 

the future course of action. Life skills help us to learn healthy, happy and positive ways of 

expressing our feelings. 

4.6.2 Learning Objectives of the sub Unit 4.6 

After going through the sub Unit 4.6 the learners will be able to, 

 List some positive and negative emotions, 

 Give examples of how positive and negative emotions are expressed, 

 List the causes and signs of stress, 

 Write down how to manage anger, sadness and fear, 

 Write down how to cope with stress. 

4.6.3 Understanding and Expressing Feelings 

Understanding our feelings is necessary for controlling them.  No feeling is bad but if we express 

it in a way that it hurts the other person then it sours the interpersonal relationship.  

Understanding our own emotions requires self awareness, self esteem and supporting 

relationship. If we are aware why we are angry, it would help us to analyze whether our behavior 

was justified, whether we could have used different words or whether we meant to hurt the other 

person.  Self awareness helps us to understand that others too have similar feelings 

Emotions can be expressed verbally and non- verbally. Each one has a unique way of expressing 

them. For example, one person would shriek loudly on seeing a lizard whereas another person 

would make angry face and grumble at the sight of the lizard. Positive emotions are expressed by 

smiling, laughing aloud, singing, dancing, hugging, painting with bright colours, wearing bright 

colours or cooking a dish which is your loved one‟s favourite dish.  Negative emotions are 

expressed by sulking, getting irritable or annoyed, banging things in the kitchen or on the desk, 

wearing dull colours, withdrawing oneself, refusing to talk and so on.  
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Cultural background, family upbringing and gender are some of the factors that affect the 

expression of emotions. In most of the Indian families women are not expected to express their 

emotions such as anger, love, fear, jealousy openly.  When emotions are bottled up, sometimes 

they explode like a fire cracker or sometimes they lead to unusual behavior pattern such as not 

mixing freely with others, not talking freely i.e. breaking social relationship etc. 

Our facial expressions, gestures, tone and pitch of voice can be different at different times 

depending on our feelings.  For example, the sentence “my boss had a long discussion with me 

today” can be said differently if you are excited about it, if you are bored with your boss or  

irritated with the meeting with your boss. 

We think with our head but feel with our heart. 

4.6.4 Coping with some Negative Emotions 

According to the UNICEF website, coping with emotions means recognizing emotions within us 

and others, being aware of how emotions influence behaviour and being able to respond to 

emotions appropriately.  Intense emotions like anger, sadness can have negative effects on our 

health if we do not respond appropriately. 

As mentioned earlier there are many emotions but here we will discuss the three most common 

negative emotions i.e. Anger, Sadness and Fear and how to cope with them. 

Anger: Anger manifests itself through physical changes in the body.  Some physical changes are: 

breathing becomes shallow and quick, head is about to burst, heart feels heavy, stomach feels 

sick and so on.   Some non verbal expressions of anger could be: raised eyebrows, lips pinched 

together, flared nostrils etc. When one is angry, one‟s speech becomes fast and jerky. 

Angry words hurt the other person and generally hurt begets hurt meaning thereby that if A hurts 

B, B would also try to hurt A.  Thus, the chain of hurt would continue. We hurt others because 

we feel bad about the behavior of the other person and react to that behavior.  If the same 

message is conveyed by using different words, lighter tone, neutral facial expressions and 

gestures, the recipient may not feel hurt. 

Anger is not always bad. If it is controlled well and is expressed in an appropriate way, it leads to 

positive behaviour. For example, a mother feels upset with her son‟s poor performance in the 

exam because he is in bad company.  A gentle rebuke from the mother to her child by expressing 

her feeling of hurt because of his poor performance may motivate the child to work hard and get 

better marks of which he is capable.  Many hurt feelings, when accumulated and bottled up for a 

long time are difficult to manage and one day they would burst like a baloon.  Such a situation 

would be difficult to handle. Therefore, it is advisable to share your feelings with somebody who 

can understand and empathize with you. 

Anger is bad when it gets out of control. 
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We need to be conscious about how good we feel when somebody praises us or says good things 

about us.  Similarly, we should be aware of the fact that when we say bad things about others 

how bad or hurt that person feels.  For example, you feel very angry because your child comes 

home late, but after listening to his explanation you feel proud of your child because he had gone 

with his friend who was badly hurt on the play ground.  Your praise provides positive feedback 

to your child whereas your continued anger may have made the situation worst. 

Anger Management Techniques: 

Some suggestions to deal with anger are: 

 Avoid the situation if possible, 

 Count from 1 to 10 before responding in order to calm down, 

 Talk to a friend, 

 Say to yourself again and again, “I will not get mad, I can control myself.” 

 Go for a walk, 

 Listen to your favourite music, 

 Run or do some physical exercise. 

 Practice meditation or Yoga, 

 Write your feelings on paper and later tear it. 

Sadness:  We feel sad when we feel sorry for ourselves or somebody else or when there is a 

negative experience.  The degree of sadness differs according to the event that causes sadness.  

Death of a loved one or a loving pet causes intense sadness. When you witness fierce fight on the 

road or on a railway platform between two men you feel scared as well as sad.  Sadness is 

expressed in different ways: by crying, by not following the normal routines, by feeling 

depressed, by having head ache or stomach ache, by getting angry or by withdrawing from 

people around and not interacting with anybody. If sadness is not expressed it may come out in 

different ways and may affect the person‟s health. 

Managing Sadness 

You can help a person overcome sadness in the following ways by using your discretion: 

 By holding a person‟s hand and letting her/him cry, (it is a wrong social belief that men 

are not supposed to cry. Crying helps to overcome sadness.) 

 By talking to her/him, 

 By sitting silently besides your friend and let her/him feel that you are with her/him to 

support her/him, 

 Go for a walk with your friend,  

 Do some work together, 

In case of death, 
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Help your friend to think of the happy time s/he had together with he loved one and the 

things that the loved one would have liked her/him to do. 

Some breathing exercise and relaxing exercise may also help in feeling relaxed, 

If the sad person wishes to watch TV or listen to the music, s/he may be allowed to do so 

though not just stick to it. 

Depending on the circumstances, the person may be taken to another place as change of 

atmosphere may help her/him to overcome the feeling of grief. 

Fear: 

Fear is a very common emotion and varies from person to person and changes according to 

the age.  Some children are afraid of police but as they grow they may overcome that fear. 

One person may be afraid of darkness, whereas another person may be afraid of altitude. 

Witnessing the husband assaulting his wife can also lead to the fear, which may linger in the 

child‟s mind for a long time. At young age, fear of losing friendship or fear of saying „no‟ 

may also be a genuine fear.  Some people are scared of certain animals or reptiles or insects 

too. 

Some of the signs of fear are: perspiring profusely, heart pounding, legs feel stiff or weak, 

breathing becomes fast, shriek loudly, fleeing from the scene etc. 

Managing Fear: 

A scared person can be helped by: 

 Holding her/him closely and comforting her/him, 

 Talking to a friend, 

 Taking deep breaths, 

      There is nothing wrong in having a fear. By recognizing a fear and trying to analyse the 

cause of it, one may be able to handle oneself and may overcome the fear.  

4.6. 5 Causes and Signs of Stress 

Stress can be caused due to personal reasons such as nature of your work, change in your 

lifestyle or your relationship with your family members, friends or colleagues.  

Stress can also arise due to anxiety and tension. Anxiety is caused when some events become 

threatening to one‟s physical, mental or emotional well being.  Tension is a natural reaction to 

anxiety. Tension generates a particular chemical in the body, which leads to signs such as 

constriction of muscles, palpitation, frequent urination and so on. 
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Physical signs of stress are palpitation, dizziness, indigestion or heart burn, tension headache, 

aching muscles, trembling or eye twitching, diarrhea, frequent urination, tiredness and insomnia. 

Each one responds to stress differently and therefore may have different signs from the ones 

described above. 

4.6.6 Coping with Stress 

According to UNICEF website, “coping with stress means recognizing the sources of stress in 

our lives, recognizing how this affects us, and acting in ways that helps us control our levels of 

stress, by changing our environment or lifestyle and learning how to relax.” 

Some suggestions on how to deal with stress: 

 Avoid alcohol,( people generally do exactly the opposite), 

 Indulge in physical activity(instead of sleeping do some house hold chores which 

would help to deal with stress), 

 Try relaxation techniques such as deep breathing, yogasanas etc, 

 Talk to a person whom you trust, 

 Rest if you are not feeling well. 

4.6.7 Let us Recapitulate 

-Each one has a unique way of expressing one‟s emotions. 

-Emotions are expressed verbally or nonverbally. 

-It is not proper to bottle up emotions as they would one day explode like a cracker or 

a pressure cooker. 

- Cultural background, family upbringing and gender are some of the factors that 

affect the expression of emotions. 

-One should try to use words and gestures which do not hurt the other person. If A 

hurts B, B would definitely try to hurt A and the chain of hurt would continue. 

-If expressed by using appropriate words, gestures and facial expressions, anger can 

lead to positive behavior. 

-It is human to feel angry, sad or scared on different occasions.  However, one should 

be aware of how to control and cope with negative emotions. 

-Stress may be related to our nature of work, lifestyle, interpersonal relationship with 

family members, friends or colleagues. 

- One has to recognize and analyze the causes of stress and learn relaxation 

techniques such as breathing exercises and Yogasanas.  
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4.6. Check Your Progress 

Given below are three smileys depicting three emotions.  For each emotion, list the 

signs of that particular emotion and how to cope with it. 

Emotion      Signs    How to cope 

     Happiness   

 

       Anger    

                       Sadness           

4.7 Conclusion 

Life is full of challenges.  The challenges are of different kinds. They may be related 

to health, monetary situation, job, property or interpersonal relationship. Some people 

face the challenges with confidence, some feel nervous and some may almost become 

non functional.  How we react to different situations is based on our cultural 

background, past experiences, our upbringing, the support we receive from people 

around and the environment in which we live. Besides these factors, how we handle 

ourselves in different situations depends on our ability to think, analyze, decide, 

empathize and remain in control of ourselves.   

These skills are not necessarily acquired automatically by acquiring school and 

college education.  These skills are learnt through experiences and circumstances.  

The skills which lead us to adaptive and positive behavior are called Life Skills. Life 

Skills signify developing certain competencies, which enable us to solve problems 

with confidence. We feel empowered when we are able to meet life‟s demands 

effectively and with equanimity. 

Ability to learn from a given situation and self awareness are the basic life skills.  

Ability to think critically and creatively, making right decisions at right time, 

empathize and managing one‟s emotions and stress are the core life skills. There are 

other life skills too.  If we consciously try to acquire life skills either informally or by 

attending a course we can certainly lead a happy and healthy life to our full potential. 

4.8 Answers/ Clues to “Check Your Progress” 

4.1 and 4.2 Read the following statements and write T for true and F for false in     

the bracket. 
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1. T     6.  T 

2. F    7.  T 

3. F  8.  F 

4. T  9.  T 

5.  F  10.  T 

4.3 Fill in the blanks by selecting an appropriate word from those given in the 

bracket. 

1.  awareness,  2.unique,  3.  Values,  4.  many,  5.  Life Skills. 

     4.4 Fill in the blanks with either the word „Creative‟ or „Critical‟. 

      1.  Creative,  2.  Critical,  3.  Creative,  4. Critical,  5. Creative. 

    4.5 Answer the following questions in one word or one sentence. 

     1. The objective of the flock of doves was to search food. 

     2. A net fell over them. 

     3.  Either to get into hunter‟s trap or get out of the trap. 

    4.  Each dove to pick up a portion of the net and fly together. 

    5. They flew to the hill where a mouse lived.  

    6.  Value of Unity. 

    7.  If you make a right decision at the right time you can solve a difficult problem. 

          4.6  Given below are three smileys depicting three emotions.  For each emotion, list         

the signs of that particular emotion and how to cope with it. 

Emotion      Signs    How to cope 

     Happiness  smiling, laughing, singing,                 not to get over 

dancing, wearing bright colours excited 
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       Anger   breathing becomes fast, head   count 1 to 10, 

bursts, stomach feels sick etc  listen to music 

       

           do physical work 

        Sadness   crying, feeling depressed talking with a friend, 

         Relaxation exercise 
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