TOPIC 8
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1. Overview

These materias support discussion on the topic of the planning process for the development
of amedia component of a course in open and distance learning. The specific focusisthe
development of an audio component. However, the key questions that need to be
consdered and acted upon by those involved in the planning, preparation, development, and
ddivery of an audio component apply in generd terms to other kinds of production as well.

1.1 Source materials for this topic

Kemp, J. Planning and producing audiovisual materials. New Y ork: Harper & Row,
1990.

Rowntree, D. Teaching with audio in open and distance learning. London: Kogan Page,
1994.

Thomas, J Report to sacHep on producing audio for intermediate distance education.
Cambridge: |ec, 1995.
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2. Assumptions
The maerids that follow assume that

the main media for teaching and learning will be print- based (for example,
correspondence texts, other printed material, or computer- based materid); and

that audio islikely to be used in a*supplementary’ or ‘supportive' role to print.

It isdso assumed here that users of this materia will be generdly familiar with the basic
characterigtics and gpproaches of distance and open learning.

Discussion: Check out your own and your participants
assumptions with the following questions.

Are these assumptions correct in the participants particular
Stuations and contexts?
If not, what adjustments need to be made?

3. Stages of development

The stages in the development process for audio suggested here are interrelated and
overlgpping. Nonethdess they are useful in identifying the key questions with which planners
need to ded.

3.1 Planning and design
We can think of planning and design & two main levels:

the overal planning and design of a series or sequence of ‘programmes’ that make up the
audio component of a course; and

the detaled planning and design of an individua programme or segment that is part of the
seriesor sequence.

In this section we are primarily concerned with thefirst of these two levels.

In gpproaching the overal planning and design of a series of audio programmes for open
and distance learning, the following checklist may be useful:

audience;

amsand objectives,
content and structure;
form and format; and
support materid.

Audience

Most of the important questions about the characterigtics of the target audience have been
raised in Topic 3 (Instructional Design). However, it isworth asking here whether there are
Specific characteristics that relate to the use of audio.
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Discussion: Prompt discussion about audience with the following
guestions.

What access will the learners have to audio eguipment — both
for playback and recording? Can we assume individual
access? Or will provisions need to be made for group lisening?

What experience, if any, will the learners have had of learning
from audio? What are the implications of thisin terms of the
presentation of audio materials and the need to develop
appropriate study skills?

Aims and objectives

Assuming thet print is the main medium of ingtruction and thet audio is playing a
supplementary and supportive role, audio can be used in two basic ways.

to provide tutorid support to learners; or
to offer supplementary learning materia, which can enrich and deepen the learners
experience of learning.
Tutoria support offers an opportunity for open and distance learning tutorsto talk directly to
ther learners.
to introduce sections of the course;
to provide help with difficult concepts and idess,
to give advice and guidance on how to approach assignments and practica work;
to offer generalised feedback on the work that learners have been doing;
to motivate and encourage;
to provide help with study kills, and
to compensate for the isolaion of the distance learner.

Supplementary material can bring learners arange of experiencesthat are difficult or
impossible to communicate through print or face- to-face contact, including the following:

voices of nationd leaders,
views of people with particular experience and expertise;

argument and debate on key issues, to simulate discussion and encourage learners to
form their own opinions;

documentary and drama, through which learners can be transported to reaHlife or
imaginary Stuations,

resource materid on which they can work; and

opportunities to apply knowledge and skills and to explore vaues and attitudes.
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The advantages of supplementary materids s that they
are atractive to learners,
add amore ‘human’ dimension to learning activities,
add variety to experience of learning; and
relieve the potentia tedium of working only with print.

Discussion: Use the following questions to explore the ams and
objectives of your own and your participants programmes:
What generd aims and specific obectives might audio serve for
aparticular course? What exactly do we want to achieve
through the use of audio? How could the medium be used most
effectively for the target audience?

What sort of balance should be struck between tutoria support
and supplementary meterid?

Can apalicy statement be formulated on the use of audio, to be
of practica help to those involved in the planning and
development of the audio component of a course?

Content and sructure
Key questions here are:
How will the audio meterid relate to the learners work on the printed units?
Whet role are the audio materials expected to play in face to-face contact sessions?

Discussion: Prompt discussion about content and structure with
the following questions:

What subject matter or topics will the programmes ded with?
In what order should they be presented to the learners?

How will the audio programmes relate to the printed materids
for the course? Should there dso be alink between audio and
the face-to-face sessions?

Will audio time be alocated on aroughly equa basis between
the modules; for example, 30 minutes of audio per module (that
is, three Sixty- minute duration cassettes) for the course? Or
should the available time be concentrated on particular parts or
aspects of the course?

Isit possible to draw up a‘series outling for the audio, which
indicates the main topics to be covered, the order in which they
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will be dedlt with, and their relationship to other parts of the
course?

Form and format
‘Form’ can be defined as a particular type of audio materid, including:
scripted talks;
unscripted interviews and discussions,
actudity and commentary;
archive materid,;
music; and
scripted and improvised drama or Smulation.

Theseforms
can be presented as they stand; or
can be combined, for example, in adocumentary or ‘magazine formeat or as dramawith
narration, tutorid commentary, or both.
‘Format’ can be defined as the way in which various forms can be combined in audio
presentation.

Even a an early Sageit is necessary to think in generd terms about the type of programmes
that are likely to be needed, since they have important implications for

resource requirements (human, technical, and financid); and
the time scales involved and scheduling.

Discussion: Prompt discussion about form and formet with the
following quettions

What types of audio materid, in terms of form and format, is
the project likely to require?

What resources will be needed to develop and produce this
materid: human, technicd, or financid?

How long will the process take? What should be the
relationship between the schedule for audio and that for print?

Given the resources and time available to the project, are the
emerging plans for audio redistic? Or do they need to be
modified to take account of what is practicaly possible?
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Support material

A good dedl of evidence suggests that the effectiveness of audio cassette materias can be
subgtantialy increased by combining them with specialy prepared and carefully integrated
print materids. Thisintegration can promote the active involvement of learnersin learning
from audio. For example:

before listening: to prepare learners for listening;

during listening: to help concentration, promote active listening, and extend the range of
subject matter; and

after listening: to reinforce and revise.

3.2 Development and production

The planning and design stage involves working out the main ideas about how to approach
the project and defining a framework within which it will operate. The outcomeisa
‘blueprint’ for the development of audio.

The development and production stage involves realising those ideas in the form of aseries
of audio programmes and associated print materias that can be distributed to learners for
use in the course. The outcomeis a set of cassettes, with accompanying print materias, that
are ready to be sent out to learners.

Three main sets of questions need to be addressed:
What resources will be needed to develop and produce these materias?
How can these resources be most effectively organised and managed?
How long will the process of development and production take?

3.3 Resources

Three main types of resources are required for developing and producing audio and related
print materids:

human;
technicd; and

finenad.

Human resour ces
Y ou need two main types of people to make good quality audio and print:

subject specialists people who are knowledgeable and experienced in the subject areas
covered by the course. Their roles are to:

advise on the content of the programmes and print and text; and

contribute to them as writers, presenters, interviewers, pane members for
discussions, and so on; and
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audio production specialists people who have knowledge, kills, and experience in the
development and production of audio materials and supporting print , especialy with
reference to education. Their roles are to:

work with the subject specidigts in the design and development of
programmes, and

see the audio materids through al the stages of production.

Peopleit is dso useful to have access to:
audio technicians, to assst in the studio recording process,
gragphic designers, to hep with the layout of the print materids,
specidigsin developmenta testing and formative evauation; and
secretarial and adminigtrative support.

Discussion: Prompt discussion about human resources with the
following questions.

What access does the project have to subject specidists within
the course team and in the wider open and distance learning
community?

In addition to those who are involved in developing print wits,
would it dso be worth drawing up aligt of other distance

educators who might have a contribution to makein the
redisation of the programmes?

What access does the project have to educationd audio
production skills, interndly and externdly in theimmediate
region?

Isthere a case for involving producers from outside the
organisation in the production process?

Alternatively, should the project aim to develop in-house
production skills through workshops or other means?

What other skills does the project have accessto, for example,
in terms of technica support, graphic design, developmenta
testing, and secretarid and adminigtrative skills? If necessary,
can these services be brought in on a part-time basis?

Arethere other ‘human resource’ needs that have not been
identified o far?
Technical resources

The main technica resources for an audio project are:
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good qudlity portable equipment for location recording, including cassette recorders,
microphones, leads, and headphones;

professond or semi-professiond fixed equipment for copying from cassette to opent reel
tape, for editing open-red tape, and for producing a master cassette copy from which
multiple copies can be made;

access to a professond audio studio for recording the find version of the programmes;
access to high-speed high-qudity mult cassette copying equipment; and

aufficient supplies of consumables for this equipment, including good quaity Sxty-minute
audio cassettes, open red recording and leader tape, and editing supplies.

Discussion: Prompt discussion about technica resources with the
following questions

42What audio equipment does the project possess? Isitin
good working order?

What additiona equipment will the project need to acquire?
Arethere funds available for this purpose?

- What professiona studio facilities should the project use? What
will they cost?

Are good quaity multi-cassette copying facilities available
locally? What does the service cost?

What volume of ‘ consumables will the project need? Where
are they available from, and a what charge?

Financial resources

Now it should be possible to start developing a budget for the audio component of the
project.

On the technicd sde, etimate:
. the amount of studio time required,

- the volume of multi-copying to be undertaken; and

. the amount of consumables needed for the project.

On the human resource Sde, estimate:

- whether production will be in-house or contracted out;

if contracted out, the amount of producer-time required;

. the volume and type of production envisaged;

. whether to pay outside contributors to the programmes; and

if outside contributors are used, what type of contributions should be paid for and how
much.

88
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It may be useful to digtinguish between ‘above-ling and ‘below-ling codts:

bel ow-line costs fixed costs that will need to be incurred whether particular programmes
are made or not; for example, in-house staff, equipment, and overheads;

aboveline costs variable cogts that involve specific expenditures on programmes, for
example, studio bookings, contributors fees, and travel expenses.

Discussion: Prompt discussion about financia resources with the
following questions.

Given the decisions dready made, how far can you go in
developing a budget for producing the audio component of the
course?

Wheat costs do you know aready? What costs can you
edimate? What additiond information do you need to complete
the budgeting process?

Are sufficient funds available within the project to alow you to
develop and produce the audio in the way currently envisaged?
Or will you need to modify your plans to match the financia
resources that are available?

3.4 Management

Some sort of ‘ course team’ will likely be responsible for developing the learning materids. A
course team isagroup of people working together to plan, design, develop, and produce
learning materids.

One or two of the people from the course team should take on specific professional or
manageria respongbilities for the development and production of the audio and print
components.

Ideally the person or personsin charge should be generdly familiar with open and distance
learning and have professiond experience and expertise in the production of audio for
education. If two people were dlocated to this task, one could focus specifically on audio
production and the other on the print materids.

The main functions that need to be covered in thisarea are;

overal, co-ordinating and managing the development and production of audio materid
and print;

initiating, supporting, and supervising al aspects of the audio production process and
associated print production;

assuring ‘qudlity’ in the production of audio and print materids, both in a professond or
technica sense and in terms of their educationd effectiveness;

reporting to the course team on the progress of the audio; and

ensuring the integration of the audio with the development and production of the print
materias.

Use and Integration of Mediain Open and Distance Learning 89



Discussion: Prompt discussion about management with the
following quettions

Who should take on the main respongibility for the co-
ordination and management of the audio component of the
course?

Isthere a case for sharing the respongihilitiesin this area
between two people, with one concentrating on audio, and the
other on the print? If so, can you identify two such people?

3.5 Scheduling

Scheduling is a difficult areain which to generdise. It depends on
the type of programmes that are being produced;
the context in which production is taking place;
the resources and facilities available to the producer; and

the producer’ s involvement, energy, and experience.

One general rule: The process of producing audio materids tends to take longer — and
sometimes considerably longer — than optimigtic planners anticipate.

Oneway of gpproaching schedulingis:

to identify the sequence of tasks that a producer needs to accomplish to develop and
produce an audio programme and print; and then

to make arough estimate of how long each task islikely to take; and
to build in a reasonable alowance for contingencies.

Scheduling Time Estimatesfor Audio Production

Task Description Timeestimate

Aanning Fndisng the programme outling, including Haf aworking
meaking final decisions on aims and objectives, day
content and structure, and support material

Research Conaulting, identifying, and selecting key One day
contributors and suitable materids for the
programme, including writers, interviewers,
panel membersfor discussons, and actudity
and archive materid

Commissoning and Approaching, contracting, and briefing key Two working
collecting contrib utors; pre-recording and assembling days
meaterid for programme use
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Compiling Sdlecting, editing, and ordering pre-recorded Oneto two
materids days
Scripting and support | Drafting the studio presentation script and Oneto two
meaterid preparing draft support materia to accompany | working days
the programme
Studio script Findising the sudio script and support materid; | Haf aday
duplicating and didtributing to thoseinvolved in
programme, including presenter, contributors,
and technician
Rehearsd and Assembling the find programme in the Sudio Hdf aday
recording
Post-production If necessary, modifying the find programme and | Haf aday
editing support materia in terms of content, length, or
both
Scrutiny and approval | Submitting the final recorded programme and Hour or two?
support material to the course team for
information and approva
Copying and Arranging multi- copying of cassettesfrom a Hour or two?
packaging master tape, labelling, and storing, ready for

distribution

Roughly between seven and nine working days are needed for one programme plus printed

support.

Not dl programmes will take the same amount of time:

asmple 15-minute talk will be quicker to produce than a complex 30-minute

documentary;

experienced producers will work faster than new ones,

working timeis usudly spread over alonger period as producers will typicaly be
working on a number of programmes smultaneoudy; and

it iswise to add on extratime for unexpected contingencies and developmentd testing.

What this meansis that

for fairly ample 15 to 30 minute programmes, with straightforward support materid, you
should probably alow one producer-week per programme; and

for more complex programmes requiring agood ded of location recording and tape
editing, you should probably alow &t least two working weeks per programme.

Very roughly, therefore, if

acourse is producing three sixty-minute cassettes (180 minutes);

you made one 30- minute programme per module; and
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haf were‘smple and haf ‘complex’,

then you would need to alow at least nine producer-weeks for production.

Asarough guide, you need to assume that you need about 13 or 14 weeks of a producer’s

working time to produce three hours' worth of good quality audio, with well integrated print
meterids.

To be on the safe Sde and to cover unforeseen events, including sickness, family

commitments, and equipment breakdown, add another week or two, bringing the total to 15
or 16 weeks, or nearly four months.

In the actua scheduling, two dates arekey:

the date on which you want to distribute the materials to learners (work backwards from
that date); and

the date on which the firgt draft of print materiads that audio is supplementing has been
completed (this dete is the earliest start date for audio production).

Discussion: A scheduling checklist would include the following
questions.

How long do you think it will take to develop and produce the
audio programmes and the printed support materiad needed for
the course?

What is the latest date by whichyou need to start development
and production?

What is the earliest date by which it will be possble to sart
development and production?

Can you now develop ajoint schedule that will combine and
integrate the development and production of the main print units
for the course, and the audio materials and accompanying print?

3.6 Distribution

The assumption being made isthat the audio programmes are to be digtributed in the form of
cassettes rather than via broadcast (that is, radio). The relative advantages of cassettes and
radio broadcasts are set out elsawherein thiskit (see Topic 4, Media characteristics).

The questions here are practical ones:

How can we get the audio materid and accompanying print to learners who are
registered on the course?

How can we get it to them in aform that will be aitractive, inviting, and easy to use?

We can explore the questions further, in terms of
packaging; and
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actud distribution or dispatch.

Packaging
Clear labdling of cassettesis important
for the image of the indtitution;
for the convenience of learners; and
to make it possible to refer smply and unambiguoudy to the tape in the printed materias.

The labels need to include
the name of the providing indtitution;
the name of the course;
the number of the cassette; and
the part of the courseto which it relates.

Sample Audio Cassette L abel

Internationa Extension College
Digtance Education Training Unit
Intermediate Cour se for Distance Educators
Cassette2 — Side A — Module 3
Copyright: |ec 1997

Packaging can consist of
clear plastic boxes,
inlay cards, or
some sort of plastic wallet or container to store the cassettes.

Money spent on this sort of packaging will save money on replacement tapes in the long run.

Dispatch

In countries where the postal serviceis rdidde, open and distance learning materids are
usudly dispatched by mail.

Where the postd sarviceislessreiable, anumber of aternative means are used:
private carriers,
local bus services, and
learner collection through loca centres.

If local centres are used, there are additional advantages:
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induction sessions can be held face-to-face;

basic study skills can be offered;

baseline data can be collected on learners, and

adminigtrative functions such as regitration can be carried out.

Discussion: Prompt discussion about physical production and
digpatch with the following questions:

How will the cassettes be labelled?
How will they be packaged?
How will they be dispatched to learners?

3.7 Utilisation
Will the audio materia be usad by groups or by individuas?
The decison will be guided by

learners access to cassette players and sources of power;

pedagogic consderations, related to the sort of learning experiences the course team
wants to stimulate through the use of audio;

cost implications, in terms of the number of cassettes to be produced and distributed; and
the possible need for training tutors or group leadersin the use of audio materids.

Individual use
The advantages of having individuals use the audio cassettes are that individua use:

makes possible integrating very closaly the use of audio with the learner’ s work on the
main text. Learners can move freely and at their own pace from work on the text to work
on related audio and back to the text;

makes possble a highly learner-active approach, since learners can control the tape,
undertake individua study activities related to what they hear, and listen when, where,
how, and as often as they like; and

exploitsthe essentialy ‘persond’ qudlities of audio materid.

Group-based use
The advantages of having groups use the audio cassettes are that:
learners follow up listening by group discusson and other group-based study activities;

group ligtening provides an opportunity to share reactions to the programme, share
information and experience, ad learn from each other; and

groups can be tutor-led or peer-support with leader chosen from among group.
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Group leaders will need training, aso support materias such as the handbook linked to
audio materias.

Discussion: Prompt discussion about how the meterid will be used
with the following questions.

What access are learners likely to have to audio cassette
players? Will they have individua access a home? Will some
learners need access through study centres?

What opportunities will be available to learnersfor face to-face
group mestings linked to the course? Where will these take
place? Are such facilities likely to have audio cassette players or
will they need to be provided? Is there a budget for this?

Should the audio programmes be designed for individua
ligening or for group- based use? What are the pedagogical and
practical arguments that need to considered here?

What would be the implications of the individua versus group
decison in terms of the number of cassettes to be produced, the
support materias required, and the need for tutor or group
leeder training?

Is there a case for exploring the possibility of producing dual-
purpose programmes? What would be the advantages of this?
What would be the drawbacks?

3.8 Monitoring and evaluation
Monitoring and evauation in open and distance learning tend to focus on the qudity of

materials and their effectivenessin terms of learning outcomes. Here a broader gpproach is

suggested, focusing on
the learner servicesthat support the materids,
the materias themsdlves and

the processes through which the materias were developed and produced.

Evduation is seen not as a one-off event conducted by specidist researchers but asa
continuous process undertaken by al those involved:

senior people & management leve;
writers,

producers,

local tutors and co-ordinators, and

learners.
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Planning and design

In the working relationship between subject specidists and media specidigts, tension can
arise because of different professiona interests and perspectives can be harnessed positively
by:

recruiting as media producers people with appropriate academic background;

training gaff in skills of media production;

involving people with audio expertise a the earliest stage of planning and design;

evolving broad agreement on areas of respongibility in planning and design, indluding
content and form or format; and

monitoring, evaluating, and improving process on an ongoing bass.

Development and production testing

It isessentid, particularly for the early programmesin a series, that they be developmentaly
tested with a representative sample of the target audience. During testing, ask the questions
in the following checklig.

Development and Production Testing Checklist

o How do learners react to the programmes and their accompanying material?
o What do they like about them? What do they didike?

o Isthetechnicd qudity satisfactory? Can they hear the programmes clearly? Is the print
materia easy tofollow?

o How useful do they find the materias as part of their overdl study programme?

o Istheaudio and its accompanying print well integrated? How well does the audiofit in
with the main print materids?

o How effectiveisthe materid in achieving its educationd objectives?
o How could it be improved?

Digtribution testing

The main object of monitoring the digtribution is to check that the right materials get to the
right learnersin good time for them to begin their studies. When testing ditribution, ask the
questionsin thefollowing checklis.

Distribution Testing Checklist

o How efficient and effectiveisthe system of distribution?
o What problems were encountered?
o How could they have been avoided?
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o How could the digtribution system be improved?

Utilisation testing

In the case of individua use, the questions that need to be asked are essentidly those
suggested earlier in the discussion of the developmenta testing and formative evauation of
the audio materids.

In the case of group-based use, these questions will till be relevant, but additiona questions
will need to be asked about the context in which the programmes are used, asin the
following checkligt.

Utilisation Testing Checklist

o How easy isit for learnersto attend the group- based sessions? What proportion of
learners attend? | s attendance regular, or is there significant drop-out? Why?

o Isthe organisation and adminigtration of the group meetings satisfactory? Were the
necessary materias and equipment available? Could everyone hear the programmes
clearly? Was the physicd arrangement and atmosphere conducive to effective learning?

o How useful do learnersfind this type of group-based learning? |s there evidence that
they vaue and benefit from the opportunities of sharing and exchanging information,
ideas, and experience? Do learnersin fact seem to learn from each other?

o Wha role do the tutors or group leaders play in the learning experience? Are they well -
prepared? Do they facilitate and support the distance learning materids? Or do the
sessions move toward conventiond classroom teaching? Has the training for tutors and
group leaders been adequate and appropriate? How might it be improved? Do the
tutors or group le aders themsalves have adequate support and supervision?

o How far do these answers go in informing the decision about whether audio should be
used on anindividual basis or in groups? Isthere a case for further exploration in this
area?

Monitoring and evaluation

In addition, the process of monitoring and eva uation itsdlf needs to be monitored and
evauated by asking the questions in the following checklist.

Monitoring and Evaluation Testing Checklist

o Isthe process producing the sort of information the course team needs?
a Isit beng presented in auseful form?
o Isitavalable a atime when it can be acted upon?
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Discussion: Prompt discussion about monitoring and evauation
with the following questions:

How should we monitor and evauate our own performancein
the planning and design of the audio component for the course?

Wheat procedures need to be designed to monitor and evauate
the development and production process for audio? How can
we encourage and maximise academic credibility, educationa
effectiveness, and high professona standards in audio
production? What can we do to promote efficiency?

How can we monitor and eval uate the distribution process for
audio and accompanying print? Isthere away in which we
could compare the efficiency and effectiveness of different
distribution methods?

What methods can we devise to monitor and evauate the use
of audio by learners following the course, either individualy or
in group Situations? How can we measure the effectiveness of
the medium, and find out how it can be improved?

More generally:

Who would be involved in the monitoring and evauation of the
audio component? Can we dlocate specific repongbilities to
particular people? Should someone be appointed to take
overal co-ordinating responsbility for this area?

How should the findings of the monitoring and evauation
activity be communicated to staff? How can we ensure that the
right people get the right information in the right form at the right
time?

How can the monitoring and evauation of audio be integrated
into the more generd processes of evauation for the course as
awhole?

How can we monitor and eval uate the eval uation process?
How can we ensure that it is serving the needs of those involved
in developing the course and those who will be following it?
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4. Practice exercise

4.1 Preparing a planning document

Instructions Ask participants, either individudly or in teams or pairs as gppropriate, to
prepare a detailed planning document for the design and development of audio materials and
supporting print materias for some course of their choosing. This document should serve a
number of functions:

It should incorporate the main decisons reached on the key questions and issuesraised
in this section of the kit, and outline the generd gpproach being adopted to the design,
development, production, distribution, and proposed use for audio and its accompanying
print within the course.

It should pay particular attention to the relationship between the planning process for
audio and related materids, and that for the development and production of the main
printed components of the course.

It should identify key personnd who will take overdl responghility for developing audio
and accompanying print materias; outline any training thet these people may require if
they are in-house personnd; indicate the sources of personnd if they are being
contracted from other organisations, or al of the above.

It should include a preliminary cogting estimate for the human, technicd, and financia
resources that will be required for the project.

Findly, it should include a preiminary schedule for the planning, development, and
production of the materids.

The questions that are interspersed throughout this section of the kit will serve as useful
guiddines and checklists for participants as they work their way through this exercise.

Timeframe: Oneto two days, depending on complexity of task assigned. The exercise can
be carried out as the discussion of thistopic goes dong, point by point, if desred.

Materials Thiskit.
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