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TEACHING A TAPE COURSE 

(HCO Policy Letter of 6 December 1970 
Issue II, Revised and Reissued as an 

HCGB. Changes in script.) 

The instruction of students by tape ia done by individual 
tape playbacks equipt with earphones and a Soot pedal Ate/a= 
Atop conttot. 

It is imperative that the earphone quality be of the 
highest, and the tape copy have very good sound quality. 
Otherwise students go to sleep over misunderstood words. 

The individual tape player method is u.sed becau4e (a) 
it can handle a tame OA small number of students, (b) it 
woak4 where there is a trickle of students starting at 
different times, (c) it wokkA where students studying 
subjects different from each other are using the same class- 
room. It takes more tape players and must be earphone equipt 
but it ptevent4 atudentA going paat mi4unde4Atood4 44 can 
;Ma 4 they site at ti4teptie9 to a gtoup tape play. 

The Soot conttotted 4.Nya—stop pedal i4 necea4aty Ao 
the 4tudent can cat hi4 hands Wets to take notes and took 
up wotd4 in the dictionaty. It atao enabte4 the tape to be 
•topped inAtantty without the time tag it take• to 'teach 
box and pu4h a Singe*. button - thuA going peat the place 
Waite the Atop 44 deAined. 

RULES & DESCRIPTION  

Only the Glossary, course rules and checkAheeta, with 
cou44e description are translated into the language being 
used for teaching and mimeographed or printed into small 
booklets. 

The description must include how to handle tape players 
and caution against machine or tape damage and inadvertent 
erasure of a tape. (To guard against actual erasure it is 
wisest to tape over the record button or preferably, to have 
the recording unit disengaged. Also, it is sometimes 
possible to buy, at cheaper prices, playback units only (tape 
machines in which the recording unit hasn't been installed). 
They mu4t howevea be 1,6 good quatity. 

ENROLLMENT 

Enrollment is done no matter how informal the course 
is. A waiver of accident or damage holding the school not 
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responsible, must be signed by the student and, if a minor, 
by his parents or guardian on any tape course. 

An enrollment invoice thowini butt cout4e payment must 
be in the hands of the supervisor, giving the date of 
enrollment, home address and local address. 

A roll book has every student's name, address and the 
course enrolled in and date. This must not be omitted as 
it is the only permanent record and is often resorted to to 
prove contentions. 

FILES 

A student file system must exist. A folder with the 
student's name on it and which will receive his, completed 
checksheets, exam results, etc., must be made up at once. 

CUECKSHEET  

A checksheet for the course must exist, breaking the 
course down into small easily attained segments of. Theory 
and Practical. 

It must be in the student's language. 
• 

It has blanks opposite each'segment so that a student 
checkout can be initialed with date by the person checking 
him out. 

NOTEBOOKS  

A student is expected to keep a notebook from his tape 
listening. This should be neat and complete. The Atudent 
never copie4 out the whote'repe. He takeb exact vekbatim 
WRIT o tc any Pnoce44 Commanda on Li6t4 and noteo down atso 
the impoktant technicat 4ute4. 

A sample notebook should be provided. 

A student should leave frequent spaces so•he can enter 
new notes on a second and third play of the materials. 

CHECKOUT  

Where only tapes exist and a checkout is required 
students check each other out from the actual tape, not 
from their notes. 

"Give me an example," is the keynote of such a check-
out. (a) What is the 	 (b) Give me an example. 

PRACTICAL  

Each area of the course hal demonstration and practical 
drills. 
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These drills must be written up and must match the basic 
personal skills required by the materials. 

CLAY TABLE  

Clay table training is a vital part of the Course 
curriculum. 

The materials must be available. 

And clay, not just modelling clay, can be used. 

Flat surfaces must he provided. 

The description of clay table training must be part 
of early checksheets in the school. 

DEFINITIONS 

A student is drilled and does clay table on the glossary 
after he has been through the course once. 

CHECKSNEET SEQUENCE  

The student is required to go in sequence through the 
entire checkaheet. RCO PL of 31 August 1074 Isaue I Fast 
Flow Training Reinstated applies to Translated Tape Courses. 

The checkshest is arranged double-spaced for Tape 
Counter Reading, date and initial in the first of the three 
columns. 

For example: 

Re- 	Re- 
Rea tng o umn 	 tread train 

	  1 . Chapter rxi.  - The 
Goal of Man 

COURSE COMETION  

See NCO FL 31 August 1974 Iseue II Fast Flow Training 
Reinstated. 

PROGRESS BOARD  

A student's progress is posted on a "progress board." 

SLOW STUDENTS 

Any student falling asleep or being very slow is handled 
with Wand Cteating which is the subject of the Woad Cleating 
Secies Bulletins and £ate' itiaueo in thia Tape-Coultse Seties 
Bulletins. 

1.11.44atpfr 
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