
2 . M E T H O D S O F TRAINING BOOK P E R S O N N E L 

In the p r e v i o u s s e c t i o n v a r i o u s methods of t r a i n i n g a r e s u g g e s t e d a s 
a p p l i c a b l e to p a r t i c u l a r p e r s o n n e l a t d i f f e ren t l e v e l s . T h e fol lowing 
po in t s a r e o f fe red a s f u r t h e r g u i d e - l i n e s . 

I n - s e r v i c e (on - job) t r a i n i n g 

9 3 . It i s the r e s p o n s i b i l i t y of e v e r y M a n a g e r o r H e a d of D e p a r t m e n t 
to e n s u r e tha t a l l staff u n d e r h i s o r h e r d i r e c t i o n h a v e not only a d e q u a t e 
s u p e r v i s i o n and g u i d a n c e , but a l s o d e m o n s t r a t i o n s and e x p o s i t i o n s of the 
p a r t i c u l a r t e c h n i c a l s k i l l s o r knowledge r e q u i r e d . T h i s i s not s imply for 
the s a k e of p r o f i c i e n c y , and the minimis ing of w a s t e d t ime and money . It 
i s a l s o to e n a b l e staff, if t h e y a r e c a p a b l e of t a k i n g g r e a t e r r e s p o n s i b i l i t y , 
to e x e r c i s e i t and t h u s i n c r e a s e t h e i r j o b - s a t i s f a c t i o n and p r o s p e c t s of 
con t inued a d v a n c e m e n t . 

94-. I n - s e r v i c e t r a i n i n g i s not l e a r n i n g by wa t ch ing someone e l s e , who 
may have done the job fo r y e a r s in t h e i r own w a y ; fo r t h i s i s how e r r o r s 
a r e p e r p e t u a t e d o r e v e n magn i f i ed . It i s a c t i v e d i r e c t i o n in the p u r p o s e of 
the job and d i s c u s s i o n on the b e s t way to do i t ; the j o b ' s p l a c e in the to t a l 
o p e r a t i o n of t he o r g a n i s a t i o n : the def in i t ion of the s c o p e and l imi t s of i t : 
and the l i n e s of communica t ion wi th s u p e r i o r s and wi th o t h e r d e p a r t m e n t s . 

9 5 . Ef fec t ive i n - s e r v i c e t r a i n i n g i s t ha t wh ich i s a l s o b o l s t e r e d by 
r e g u l a r staff a s s e s s m e n t s ; by t he r e l e a s e of staff w h e r e p o s s i b l e and 
a p p l i c a b l e fo r o u t s i d e c o u r s e s and the e n c o u r a g e m e n t to t a k e c o r r e s p o n d e n c e 
c o u r s e s ; and in l a r g e r o r g a n i s a t i o n s by p e r i o d i c d i s c u s s i o n s o r p r e s e n t a -
t i ons to staff a t a l l l e v e l s of a s p e c t s of t he w o r k of the whole o r g a n i s a t i o n 
and of a c t i v i t i e s r e l a t e d to i t . 

Induc t ion t r a i n i n g 

9 6 . All b r a n c h e s of o r g a n i s a t i o n s c o n c e r n e d wi th the p u b l i c a t i o n and 
d i s t r i b u t i o n of books r e q u i r e the s e r v i c e s of j u n i o r staff w h o s e i n i t i a l 
s k i l l s may be conf ined to t y p i n g , b o o k - k e e p i n g , e t c . S u c h p e r s o n n e l 
should immed ia t e ly on jo in ing be i n t r o d u c e d to the w o r k and p u r p o s e of the 
o r g a n i s a t i o n a s a w h o l e , of t h e i r p a r t i c u l a r d e p a r t m e n t and of t h e i r own 
p l a c e in i t : the peop l e wi th whom t h e y o r t h e i r immedia te s u p e r i o r s have 
r e g u l a r c o m m u n i c a t i o n s : the n e c e s s a r y p r o c e d u r e s and any t e c h n i c a l 
" j a r g o n " t h e y may come a c r o s s o r n e e d to u s e . F u r t h e r and m o r e d e t a i l e d 
i n s t r u c t i o n shou ld be u n d e r t a k e n a s a m a t t e r of c o u r s e . 

C o u r s e s and W o r k s h o p s 

9 7 . T h e s e c a n and do t a k e many d i f f e r en t f o r m s . R e c e n t e x a m p l e s in 
which d e v e l o p i n g c o u n t r i e s of the Commonweal th h a v e p a r t i c i p a t e d i n c l u d e -

(a) S e r i e s of 3 - d a y c o u r s e s fo r t e a c h e r s in S i e r r a L e o n e 
and a l s o N i g e r i a on s c h o o l l i b r a r i a n s h i p d i r e c t e d by 
an e x p e r t f rom the U .K . ( o r g a n i s e d by the B r i t i s h 
C o u n c i l ) . 

(b) " E d i t i n g of B o o k s " , a s i x - d a y c o u r s e in Kua la Lumpur 
wi th 31 p a r t i c i p a n t s and 15 l e c t u r e r s ( M a l a y s i a n Book 
P u b l i s h e r s A s s o c i a t i o n and the L a n g u a g e and L i t e r a t u r e 
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Agency of Malays ia) . 

(c) East African Book Publ ishers Seminar , Nairobi , 
11 days . Three tutors from U.K . (Overseas 
Development Administration). 

(d) Four seven-day courses at the Universi ty of 
Ibadan, two for sa les a s s i s t a n t s , two for senior 
a s s i s t an t s and junior managers , on Bookselling, 
attended in all by 144 pa r t i c ipan t s . Two organ i se r s 
from U . K . (Br i t i sh Council and Book Development 
Council). 

(e) Eight-week Training Course on Book Production in 
Asia at the Tokyo Book Development Centre attended 
by twenty par t ic ipants from 16 countr ies including 
Ceylon, India, Malaysia , Singapore (Japanese 
National Commission for Unesco) . 

(f) Six-week Unesco Workshop on Publishing 
Management in Nairobi . Two d i r e c t o r s , one from 
Unesco and one local expe r t . 

(g) Four-week Unesco Training Course and Workshop 
on Chi ldren 's Books and Book Design and I l lust ra t ion, 
sponsored in Colombo by the S r i Lanka National 
Commission for Unesco. Two d i r ec to r s supplied by 
Unesco; one an expert in book design and i l lustrat ion 
from U.K; the other the Senior Education Officer of 
the Commonwealth Sec re t a r i a t who has special 
responsibi l i t ies in the field of the development of 
national book indus t r ies and the training of personnel . 

98. From the r epor t s and experience of these and other courses and 
workshops severa l points emerge . 

(a) Each part icipant must be made fully aware beforehand 
of the purpose of the c o u r s e , the reasons why he is 
attending, and what he or his employers hope to gain 
from i t . (If this observat ion appears blatantly obvious, 
it has never the less been proved time and again to be 
a valid recommendation'.) 

(b) Unless individual tuition to small groups is feasible , 
all par t ic ipants must as near as possible have the 
same background knowledge and experience in the i r 
f ie lds . 

(c) The course programme and tuition must be geared to 
the par t i cu la r needs , c i rcumstances and knowledge 
of the par t i c ipan t s , and to the regional or national 
s i tuat ion. It is par t i cu la r ly important when exper ts 
a r e being provided from developed countr ies that all 
relevant detai ls about the par t ic ipants and about 
local c i rcumstances should be supplied before the 
programme is f inal ised. Too often valuable time 
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h a s b e e n w a s t e d by the n e e d to c h a n g e , r e v i s e o r even 
p r e p a r e the p r o g r a m m e on the spot - o r by t u t o r s 
unwi t t ing ly d i s c u s s i n g t o p i c s a t a l e v e l which i s o u t s i d e 
the u n d e r s t a n d i n g o r immedia te e x p e r i e n c e of the 
p a r t i c i p a n t s . 

(d) W h a t e v e r the s u b j e c t of the c o u r s e , some p r a c t i c a l 
w o r k o r e x e r c i s e s n e e d to be d e v i s e d a s n e a r a s 
p o s s i b l e to the d a y - t o - d a y p r o b l e m s which the 
p a r t i c i p a n t s a r e l i k e l y to meet on t h e i r r e t u r n to 
t h e i r j o b s . At i t s s i m p l e s t , but n e v e r t h e l e s s v i t a l , 
fo rm t h i s might be the d r a f t i n g of l e t t e r s , i n t e r n a l 
m e m o r a n d a , e t c . , to meet p a r t i c u l a r s i t u a t i o n s o r 
to communica te e s s e n t i a l i n f o r m a t i o n . 

(e) T h e d i r e c t o r s of the c o u r s e s r e f e r r e d to in p a r a g r a p h 97 
above (f and g) e x t e n d e d th i s p h i l o s o p h y . For the p u r p o s e s 
of t he c o u r s e on P u b l i s h i n g M a n a g e m e n t , t he p a r t i c i p a n t s 
fo rmed a f i c t i t i ous pub l i sh ing c o m p a n y , wi th a l l the 
r e l e v a n t documen ta t ion and c o n s t i t u t i o n , f i nanc i a l 
p r o v i s i o n , B o a r d of D i r e c t o r s , B o a r d M e e t i n g s , 
p l ann ing s e s s i o n s , e t c . As an a id to t he t r a i n i n g 
p r o g r a m m e , the U n e s c o S r i L a n k a W o r k s h o p a c t u a l l y 
b e c a m e a pub l i sh ing o r g a n i s a t i o n , and wi th in the 
d u r a t i o n of the c o u r s e p u b l i s h e d a 4 8 - p a g e an tho logy 
of w o r k fo r c h i l d r e n , p l a n n e d , w r i t t e n , d e s i g n e d and 
i l l u s t r a t e d by the p a r t i c i p a n t s t h e m s e l v e s , and in 
t h r e e d i f f e ren t l a n g u a g e s . T h r e e d i f f e ren t t y p e - s e t t i n g 
and p r i n t i n g p r o c e s s e s w e r e u s e d a t t h r e e p r i n t e r s , 
and many of the p a r t i c i p a n t s w e r e ab l e to s e e t h e i r 
own w o r k be ing p r o c e s s e d and p r i n t e d . 

P r e - s e r v i c e t r a i n i n g 

99. P r e - s e r v i c e q u a l i f i c a t i o n s and e d u c a t i o n in d e s i g n and i l l u s t r a t i o n , 
l i b r a r i a n s h i p and p r i n t i n g h a v e b e e n d i s c u s s e d above ( s e e p a r a s . 3 6 , 4-6, 
7 1 , 8 8 , 9 0 ) . A t h r e e - y e a r Diploma C o u r s e in Book P u b l i s h i n g h a s b e e n 
i n s t i t u t e d a t Oxford P o l y t e c h n i c in t he U . K . , and d e g r e e c o u r s e h a s b e e n 
i n s t i t u t e d at Delh i U n i v e r s i t y ( s e e Appendix 4-). E x p e r i e n c e of a l l s u c h 
c o u r s e s , and of the y e a r ' s c o u r s e in W r i t i n g , P r o d u c t i o n and D i s t r i b u t i o n 
of T e x t b o o k s fo r o v e r s e a s s t u d e n t s , u n d e r the a u s p i c e s of the D e p a r t m e n t 
of E d u c a t i o n in T r o p i c a l A r e a s , U n i v e r s i t y of London I n s t i t u t e of E d u c a t i o n , 
shows tha t a v i t a l p a r t of p r e - s e r v i c e t r a i n i n g ( a n d in the c a s e of p u b l i s h i n g 
and r e l a t e d c r a f t s , t he v i t a l p a r t ) i s t he r e l e a s e of s t u d e n t s for p r a c t i c a l 
o n - j o b t r a i n i n g d u r i n g t h e i r c o u r s e of s t u d y . But t h i s c a n only be r e a l l y 
ef fec t ive if t he o r g a n i s a t i o n to wh ich a s t uden t i s a l l o c a t e d i s s y m p a t h e t i c 
to and u n d e r s t a n d i n g of t ha t p a r t i c u l a r s t u d e n t ' s n e e d s , and t h i s " c o u r s e 
wi th in a c o u r s e " shou ld be p r e p a r e d and d i s c u s s e d b e f o r e h a n d wi th e a c h 
o r g a n i s a t i o n by t h o s e r e s p o n s i b l e fo r the main c o u r s e . 

S t u d y - t o u r s 

1 0 0 . It h a s b e e n s u g g e s t e d tha t the r e l u c t a n c e on the p a r t of some 
deve lop ing c o u n t r i e s to t a k e full a d v a n t a g e of the f a c i l i t i e s a v a i l a b l e in 
d e v e l o p e d c o u n t r i e s fo r the t r a i n i n g of book p e r s o n n e l h a s l e s s to do wi th 
e x p e n s e and p r i o r i t i e s , t han wi th the di f f icul ty of def in ing the i n d i v i d u a l ' s 
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requ i rements . And it is one of the purposes of this document to attempt to 
resolve this difficulty. 

101. When s tudy- tou r s a r e being a r r anged , there is often insufficient 
information given by the government initiating the visi t as to the standing, 
knowledge and experience of the student and of the purpose for which he 
is being sent . While this is often the basic cause of an unsat isfactory 
programme, it is equally t rue that too li t t le professional exper t ise is 
sometimes exerc ised in the planning, par t icu lar ly in the case of special is t 
fields like editing or book production. This can resu l t in the student 's 
needs not being fully sat isf ied, and in the duplication of aspects of the 
instruct ion which he r e c e i v e s . 

102. Governments who a r e p repared to offer s tudy- tours for book 
personnel need to have available when needed someone who is fully 
conversant with the par t i cu la r field in which instruct ion is requ i red , who 
will not only plan or advise on the programme but can also supervise it 
from s ta r t to finish, keeping in touch with the student and his p r o g r e s s . 

Consultant missions 

103• Undoubtedly the grea tes t influence in book development is that 
which can be and has been exerc i sed by the provision of a consultant in a 
par t i cu la r field of experience for a period which may be anything from six 
weeks to a yea r or longer . 

104. Depending on the length of time for which he is avai lable , an 
consultant can -

(a) Make a genera l survey and assessment of existing facili t ies 
and the i r effect iveness, to be used both by the national 
government as a bas is for future planning, and by the 
sponsoring government or organisat ion for follow-up 
missions or further a id . 

(b) Spend what time is needed or available in a par t i cu la r 
organisat ion or organisat ions in o rde r to advise on 
management, techniques and the t raining of personne l . 

(c) Conduct, where re levant , intensive training courses 
in var ious par t s of the country . 

105. The rea l i sa t ion of the effectiveness of this kind of operation is 
such that the day of the "professional exper t" might be said to be dawning. 
Apart from obvious except ions , of which the Booksel ler Officer of the 
Book Development Council (U .K . ) is a shining example, it might be a pity 
if that day were to become too much of a r ea l i ty . It is not simply that it 
is advantageous if the consultant i s cur ren t ly prac t i s ing the craft he comes 
to teach and is fully conversant with i ts newest developments and thei r 
applicat ion. It is a lso that his r e l ea se on a sho r t - t e rm assignment to a 
region where the c i rcumstances may be totally different from those he is 
meeting in his normal day- to-day work is l ikely to prove both challenging 
and re f resh ing: to the benefit of his own job on his r e tu rn , and to his own 
staff, who have the opportunity to l ea rn by taking on the ext ra responsibi l i ty 
necess i ta ted by his absence . 
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106. Provided the consultant i s p r epa red and able to understand difficulties 
which he may never himself have faced and is adept at grasping the most 
suitable solution to a par t icu la r problem; then it is his own exper t i se in 
his craft and the ability to expound i t , r a t he r than necessa r i ly any 
f i rs t -hand experience of the condit ions, that a r e the most essent ia l f ac to r s . 
But once again full briefing is vital on the par t of the sponsoring organisation 
as to the purpose and actual programme of the mission. Often time, effort 
and strength a r e expended on background r e s e a r c h on a r r iva l which could 
equally well have been done at home: o r , to which so many of those with 
mission-experience will testify, there is the al l - too-frequent anxiety as to 
whether there is a bed/ai r -condi t ioning at the next port of ca l l , or even 
whether one is expected at all'. 

P r i o r i t i e s 

107. Recent experience has shown, and aid-giving organisat ions a r e now 
general ly agreed , that t raining workshops "on the spot" on a national or 
regional b a s i s , a r e general ly the most economic and effective method of 
training personnel in the basic skil ls n e c e s s a r y for the establishment of a 
viable local book indust ry . Among the p r io r i t i e s nominated by the par t ic ipants 
in the Delhi Seminar were workshops in the following subjec ts , roughly in 
o rde r of importance depending on local si tuations -

a) Publishing management 
b) Editing* 
c) Production techniques for publishing personnel 
d) Book design and i l lus t ra t ion 
e) The production and distr ibution of textbooks 
f) The publication of ch i ldren ' s books 
g) Distribution and marketing techniques 
h) Bookselling 
i) The functions of the t e ache r - l i b r a r i an 
j) The techniques of t ransla t ion and the production of 

multilingual editions 

*See also Appendix 5 

22 


	2. Methods of Training Book Personnel
	In-Service (on-job) Training
	Induction Training
	Courses and Workshops
	Pre-Service Training
	Study-tours
	Consultant Missions
	Priorities




