Guidelines for Writing the SLM

Main Points

SLM of 4 credits shall have 12 Units.

SLM of 3 credits shall have 9 Units

Each Unit shall be of 3000 words

Total Number of pages will be about 250 pages for 4 credits. It should adhere to
the given syllabus.

The activities according to the Instructional objectives shall be included for each
section.

lllustrations shall be given wherever possible for easy understanding.

Guidelines for Content Preparation

Create the Instructional objectives by following the Blooms taxonomy- the list of
behavioral verbs attached in this document.

Check for the coherence of syllabus, unit structure, instructional objectives and content.

Relevant Examples for explaining the concept.

Suggest links for additional Information

Use flow diagrams and figures wherever possible to illustrate the process/
Steps/classifications.

Relate the theory with the practical scenario.

Include simple and short activities for each instructional objective.

Use simple language

Guidelines to be followed in Word-processed Draft Preparation

At the time of Word-processed Draft Preparation, following aspects should be kept in mind:

Font Style to be used: Arial. It should be bold in case of headings and sub-
headings including those of figures and tables.

Font Size to be used: 11 It should be 11 for the normal text of the Unit. For
highlighting unit number and its title in the beginning of the unit, it should be 14
(bold). Font size should be 12 (bold) for section headings, 11 (bold) for sub-section
headings and 10 (bold) in case of figure and table headings.

Line Spacing: 1.2

Section Headings should be in Title Case (Up Style) i.e., first letter of each word of
the headings (except prepositions, articles, and conjunctions) should be in Capital
letters.

E.g., Talent Management and Employee Retention

Sub Headings should be in sentence case i.e., first letter of the first word

should be capital and the rest of the letters in lower case

E.g., 14.2 Responses to Change
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Main Components of the SLM writing
1. Writing the Subject Introduction
2. Unit Structure
* Introduction about the Unit
» Topics under each unit
Framing the Instructional Objectives
Framing the learning Outcomes
Content of each topic
SAQs -Self Assessment Questions
» Activities/ Case studies/ Key facts
= lllustrations and Table Numbering
=  Summary
» Glossary
* Terminal Questions
* Answers
= References
= Keywords

Other Important Aspects:

Copyright Provisions

The University strictly follows copyright provisions to avoid getting involved in legal issues. SLM
writers are required to provide a declaration to the University that the content has been
written/adapted in own style and format and no one else holds the copy right for the same. Any
paragraph or standard art work or standard table or block diagram or quotations used from other
sources is/are to be duly acknowledged citing the location of the source.

Wherever permission has been obtained from copy right holder (especially for content from websites
and books which use unique representations), the relevant permission letters need to be produced
before the University.
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Acknowledgements, References & Suggested readings

The ending page(s) of the SLM should include the resources like books, journal articles, websites etc
based on which the various units of the SLM are written. It is particularly important to acknowledge
those resources, the ideas of which have been adapted for writing the unit. This unit should also
contain the list of references and suggested readings for learners for enriching their knowledge and

understanding of the concerned subject. (A few of such books need to be available at the Learning
Centres)

This section named as ‘Acknowledgement, References & Suggested Readings' should have following
details about resources in the same order: Author's last name, first initial. (Publication date). Book

title. Additional information. City of publication: Publishing company. It should be given in APA style.

Example:
Boorstin, D. (1992). The creators: A history of the heroes of the imagination. New York: Random

House.

Web references with exact URL (Uniform Resource Locator) addresses should also be given
wherever applicable in the following format: Author's name. (Date of publication). Title of work.
Retrieved month day, year, from full URL. E.g.:

Devitt, T. (2001, August 2). Lightning injures four at music festival. The Why? Files. Retrieved
January 23, 2002, from http://whyfiles.org/137lightning/index.html

Writing Title of the Unit

The following aspects need to be considered while writing title of the unit:

It should be appropriate to the theme.

It should be clear-cut and understandable.
There should be no jargons or idioms.

It should contain a few words only.

Language for SLM

The language should be interactive and in conformity with the requirements of the distance
learner; it should be simple and clear. To achieve this, think always in terms of narrative. It is
easier to follow something that has a beginning, middle and an end.

There should be one idea per paragraph. A page should have at least three paragraphs.
Sentences should be short and simple.

Vocabulary should be such that it should not always compel the learner to look for the
dictionary.

English (UK style) should be used for checking spellings.

Give close attention to grammatically correct sentence formations. Avoid common errors such
as subject-verb coordination, run on sentences, punctuation errors, etc.
Engage and motivate the learner throughout his learning time. To do this,
- Address the learner as an individual, so do it directly, using the pronoun ‘you.' It gives
an individualized touch. The pronoun ‘we’ should be reserved for those occasions
where you would like to include both you and the learner.
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- Avoid passive voice. This distances the learner from what is going on. Use of active
voice makes the sentences shorter.

- Use humour, sparingly

- Be careful while using glib phrases such as ‘obviously,’ ‘as you know.'

- Before using such terms, imagine the reaction of a learner for whom the things were not
obvious or not already known. Before using the phrase, ‘in simple terms," check
whether the term was described in difficult words earlier! You could alienate your
learner by confusing or upsetting him.

e Remember, the learners may come from various cultural backgrounds. So, be watchful of
references, which include assumptions about gender, race, language, history and so on.

Instructional Design Guidelines

1. Writing Subject Introduction in SLM
SLM should have subject introduction at the beginning. Introductory pages of SLM helpin
getting an overview of the contents. It should cover the following aspects:

e Credit weight assigned to the subject and its relation to other subjects of the
programme

e The importance of study of the subject

e General highlights and broader divisions in the subject

e Unit-wise summary in one or two sentences

e Objectives of studying the subject

e Pre-requisites for studying the subject

e Specify available multimedia resources/any activity for the subject

W—MMMWM
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2. Unit Structure format and essential parts of the Unit.
11501 R R (Write the title of the Unit)

Structure

X.1 Introduction

Obijectives (Instructional objective, Learning outcome)

X.2 Title of First Section

"~ |Self-Assessment
Questions will be
included after the end
e e e ———L35j0f each section.

X.3 Title of Second Section

Title of first Subsection

f

X.4 Title of Third Section

“Isome topics may and
__[may not have sections
~land subsection.

Title of first Subsection

Title of second Subsection

Title of third Subsection If there is no
’ g >section/subsection
X.5 Title of Fourth Section Self-Assessment

questions should be

Title of First Sq?sectlon inicludlad on ths Yotles.

Title of Second Subsection

NE

X.6 Summary

X.7 Terminal Questions

X.8 Answers

e Inunit structure align the sub-section headings slightly (1 Tab or 4-5 places) to the right of
section heading for differentiation. Use ‘Title Case for Section Headings' and ‘Sentence case
for sub-section headings’
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Introductory section of each unit should contain introduction and objectives of the unit. ‘Introduction’

expla

Introduction about the Unit

ins the content in a nutshell and in a simplified manner. It provides connecting link to the

concepts and principles the learner could have studied or be familiar with. It should be short and

‘crisp

"and should serve as an ‘appetiser’ (motivator) to start the study.

Introduction should start with what students already know (linkage to previous learning or unit). Then
the theme of the unit should be introduced followed by specific guidelines for students to study the
unit or some interesting facts to motivate the students to read on further. The introduction should be
general and not be meant for explaining or teaching a concept.

4

F
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. Framing the Instructional Objectives.: Bloom’s Taxonomy

or each main section of the unit, there should be a corresponding objective and for writing the
bjectives following behavioural terms should be used.

~According to Benjamin Bloom, and his colleagues, there are six levels of cognition:

i
2.
3.

Knowledge: rote memorization, recognition, or recall of facts

Comprehension: understanding what the facts mean

Application: correct use of the facts, rules, or ideas to predict a value of a parameter or
provide an approximate plan of action

Analysis: breaking down information into component parts; drawing useful conclusion based
on available facts, data, and observations

Synthesis: combination of facts, ideas, or information to make a new whole; assimilating
various concepts, principles, facts, data, figures etc to draft a report or a detailed description

Evaluation: judging or forming an opinion about the information or situation

Objectives in Behavioural Terms

Objectives of Cognitive Domain Behavioural Terms

Knowledge define state name
list recall select
label quote tell

Comprehension/Understanding describe recognize explain

RIHER-CDOE




interpret discuss paraphrase
translate report identify
Application give examples | calculate construct
select find compute
solve demonstrate | use
Analysis categorize distinguish differentiate
compare separate resolve
contrast break down | classify
Synthesis arrange summarize | assemble
generalize compose construct
create formulate prepare
Evaluation judge support criticize
evaluate choose decide
assess grade rate
rank judge recommend

E.g.

After studying this unit, you should be able to:
e Explain different theories of change
e Describe the process of change
e Classify the strategies of change

S S s
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5. Framing the learning Outcomes: Bloom’s Taxonomy:
For each main section of the unit, there should be a corresponding learning Outcomes. The

Cognitive Domain of Bloom's taxonomy consists of six hierarchical levels of learning.

e 3 sentences are reasonable for a course or program.

e Use active verbs that show measurable performance with evidence of learning.

e Be surethat you can measure the outcomes you set.

e Write the sentences in a language that students will be able to understand.

e Usually Learning Outcomes are not content-specific. That is, learning outcomes do not
descﬂbethetophﬁ/contentthestudentsmﬂ"studyinthecourse,buttheskMsstudentsuﬂH
demonstrate after successfully completing the course.

e Learning Outcomes should focus on the overarching concepts, skills, abilities, behaviours, or
attitudes that students will present at the end of the course.

e Most importantly, Learning Outcomes must be measurable, assessable, and should imply
assessment.
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* Objectives versus Qutcomes :
How are learning outcomes different from instrucional objectives.

* These terms are often used interchangeably

* Theyare all related to the teaching and learning that is expected to take place in the
classroom.

* The difference between objectives and outcomes lies in the emphasis on who will be
performing the activities.

* Instructional objectives generally describe what an instructor or program aims to do. i.e.,
“This course will expose students to the major research methods of the discipline.”

* Alearning outcome describes in observable and measurable terms what a student can do
because of completing a course.
l.e., “At the completion of this course, students will be able to explain the differences
between research methods and identify strengths and limitations of various research
designs.”

* The creation of effective learning outcomes focuses on the student and what he or she will be
able to do rather than on what the instructor will teach

6. Activities/ Case studies/ Key facts
Mention may be made of activities (in the form of brief thought-provoking exercises i.e., visiting some
website and /reading some article /discussion/blog small application situation/etc.), case studies
(description of contextually relevant real-life problems along with the way the issues were resolved),
etc., at appropriate places. It helps the learners to relate the concepts to real life situations, while
reading the material itself.

These features should (I) be open-ended paving way for individual interpretations, (ii) involve less than
8-10 minutes and (iii) be performed without expenditure or extra strain. Some interesting or key facts
can be reinforced by placing them in boxes with the same numbering style as used for tables and
figures.

7. lllustrations and Table Numbering

Representing the figure number below the figure and referring to it in the text: For
Example:

Figure X.3 illustrates a round flower arrangement

Figure X.3. A Round Flower arrangement

Here X is the Unit and 3 is the figure number i.e. If it is Figure number 3 of unit 5 it is referred as
Figure 5.3

Same must be followed for the Tables as well. but the table headings should be on the top of the
tables. (If the figure or table is adapted the source shall be mentioned immediately below the
table.) or as a footnote in the same page.

M
)
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8. Self-assessment questions (SAQs)

Each section should be followed by a set of self-assessment questions (SAQs). These questions are
specific to each section and in answering them, the student assesses his/her own understanding of
the section. Purpose of SAQs after every main section of the unit is to stimulate and support
knowledge, to reinforce the learner appropriately and to make her/him more active in the instructional
process. SAQs should be relevant to the objective of the section. These may address any of the
cognitive areas and can take any of the following forms:

— fillin the blanks

- MCQs

— noticeably short answer type etc.
Model answers to SAQs should be given at the end of the unit.

SAQs should be numbered with numerals 1, 2, 3 etc. The SAQ (Self-assessment questions) for the
next section should be assigned a numeral successive to that assigned to the last SAQ of the
previous section. An SAQ section is illustrated as below. The numbering scheme shows that the first
two SAQs have already been included in the previous section of the unit.

E.g., If there are 3 Self-Assessment Questions for Section 4.1, then these should be numbered as 1
2, and 3. Now SAQs for section 4.2 will be numbered as 4, 5. 6....

e Self-Assessment Questions

* Aprocess in which the farmers produce for the retailers and get an uniform price in
return irrespective of the market price fluctuations is called.............o.......

* Category Killers, Warehouse Clubs and Discount Stores are all.................. retailers.,

* Aproduct retailer also provides an array of service benefits to the consumers.
(True/False)

* Retailing consists of a sale of goods and services only from a fixed location.
(True/False)

9. Summary

Towards the end of each Unit, there should be a summary of the various sections and subsections of
the unit. Summary of the unit helps in recalling the contents through recapitulation and reinforcement.
It can be presented as a checklist or as a paragraph. It should contain one or two sentences about
each section. This should serve the purpose of quick revision for the learners.

10. Glossary

It shall include the key terms used and provide a small definition/ description of the terms.
The unit wise glossary can be included after summary before terminal questions.
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11. Terminal Questions

A set of 5-10 questions termed as ‘Terminal Questions’ (TQs) covering the entire unit should be
included at the end of the unit. Terminal Questions should be mostly descriptive type and application
based.

E.g.

L. Compare organised vis-a-vis unorganized retailing in context of Indian retailing.
Discuss the theories of retail in brief.

Write brief note on food and general merchandise retailing in India.

How are the retailers grouped based on ownership? Give examples.

Discuss the distinct types of store-based retailers. Give examples for each.
What is e-tailing and how it has benefited the retailers?

What are vending machines? List various kinds of vending machines.

el Sl S L Sl

12. Answers to SAQs and TQs

The Section on ‘Answers’ should provide the correct responses for multiple choice questions

/ short answer questions and, hints for long answer questions. The answers to Self- Assessment
Questions should be in complete and for Terminal Questions, an outline or indicative steps should be
given (not straight away a lift of SLM text).

13. References

e Sukumar, S. (2008), TEL Training - Technology enabled learning @ Manipal Education. PPT
presentation at SMU DDE, Manipal on December 15, 2008.

e Panda, S. (2008), Handbook on In-house Style for Course Development,
Commonwealth of Learning.

e Rastogi N. (2006), Workplace Counselling. Contemporary Management (Vol.2), Pg. 36-37

e Ally, M. (2008). Foundations of Educational Theory for Online Learning. In Terry Anderson
(Ed.), The Theory and Practice of Online Learning (2nd ed.) (pp. 15-44). Edmonton: AU
Press, Athabasca University. Available at:

http://www.aupress.ca/books/Terry_Anderson/T erryAndersonEntireBook.pdf

e http://en.wikipedia.org/wiki/Benjamin_Bloom accessed on July 2, 2008.

14. Keywords

e These are important TERMS OR WORDS which are used to search on Google
regarding the Topic
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