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CHING A T
(This Poliocy Letter is the sequel to HCO P/L
16 Nov, 1970, "Course Translation to Tape",)

The instruction of students by tape can be done in two wayss
Ao By lecture from 8 genérsl tepe player.,
B, By individuel tape playbacks and earphones,

The use of A i{s best for large olasses, .If only one player and
speaker system is used it is imperative that the speaker quality be of the
highest and the tape copy have very good sound quality, Otherwise students
€0 to sleep over misunderstood words, o

In B, the individuel tepe player is best for (a) s small number of
students or (b) where there is a trickle of students starting et different
times or (c¢) where students studying subjects different from each othec
are using the sams classroom. The B method takss more tape players and
must be earphone equipt, R

Aotuelly both methods ahould be available 28 one begins with a
large oourse at times, has students drop out and oome back, has ' "retrsad"
courses end has irregular enrollments,

By havin: both A and B available one need not have to have ts0
largo a supply of tapes for one course or for too many tape playess, It
is economical to have A and B methods set up for use,

BULES & DESCRIPTTON

i The course rules and desoription are trenslated into ths language
being used for teaching and mimeograpbed or printed inte small booklets,

The description must inolude 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 tepe over the rroord tytton
or preferably, to have the recording unit disengaged, Almo, it is
sometimes possible to buy, at cheaper prices, playbeck unite only (tape
machines in which the recording unit hasn't yat been insinlled),

ENROLLMENT

Enrollment is done no matter how {nformal the. c;w:.se'i!.' A waiver
of accident or damsge holding the school not respongidle, must be signed
by the student and, if a minor, by his parents or guariian on any sape
CouTEe. : )

An enrollment invoice must be” in the Yands of the supervisor evenv
15 d:o charge, giving the date of enrollment, home e/dress and loocal
& 888, i

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

g8

A studént file system must exist, 4 folder with the atudent's name
on it and whioh will receive his completed checksheeis, exam results, eto,.,
must be made up at once,
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SEECIGIERT

A checksheet far the oourse must exiut, breaking the course down
into small easily attained segments of Theory and Practiocal,

It must de in the student's lanauagco

It has blanks opposite each segment s0 that a student checkout can
be initialled with date by the pérson cheoking him out,

JOTEBOOKS
A student is expected to keep & notebook from his tape listening,
This should be neat and complete. _
A sample notebook should be provided, .

. A student should leawe frequent spaces 20 he can entet nev notaes on
a seoond and third play of the materials,

SHECKOU

Where only tape- exist students check each other out from the ltudent'.
own notebdook, .

"Give me an example“ 1. the kaynote of such a ohookout.
(a) Wnet is the '(b) Give me an example, .

ERACTICAL
Baoh area of the course bas demonstration and practioai drills,

Thests drills must be written up and nuat match the basic persoral skills
required by the materials,

Clay table training is & vital part of the Courss curriculun,
The uatorialn‘mua; be avaiiablo. |

Any olay, not Just modelling olax. can be used,

Piat lurraeal mnlt be provided,

&

The desoription of clay table training mult de pazt of early checksheets
in the school. .

PEFINITIONS

A atudont is drilled and clay tabled on the glossary after he hac baon
through the course once.

Tho -tudont is required to go through both theory end praotioal
(includes drills) TWICE - the first time through is done zerc-rated, the

second time through star-rated (definisions-of "zero-rate*, "star-rate
checkout" are to be found in HCO B 21,9470, "Study Bufinitionl"). :
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He must realize this by having the checksheet arranged double=speced
for date and initial in each of the two columns, (In addition, there is a
third column in case he ever has to retread the course.)

For examples leat 2nd Any Retread
“Chapter III = The Goal of Man ‘ "

BN

When the student is three times through he must do an exam and write
a peper, Passing 100% grade, ‘

EROGRESS BOARD
A student's progress is posted on a progress board,

SIoW_STUDENTS

Any student falling asleep or being very slow is handled with &
Stress Analysis which is the subject of enother Technical Paper, (HCO
Bulletin of 13 June 1970, "Rubbard Consultant Study Stress Analysis®,)
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