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The Natural Hazards Filot Project «f the Department of
Regional Development receives support from the United States
Agerncy for International Development/0ffice of Foreign
Disaster Assistarce (USAID/OFDA). This marnuwal is based on
two pilot courses presented by the project in Mer:ida,
Vernecuela, during 1986 with the collaboration of the
IrterAmericar Center for the Integral Development of Water
ard _Land (CIDIAT).




—— T = s .

The Department of Regicrnal Develoapmert (DRD) of the
Economic and Social Area, Gereral Secretariat, Organization
of Americar States strives to disseminate the results of 1ts
techritcal cocperation nct only to the immediate
bereficiaries, but alsc to other potentially interested
agerncies and 1ndividuals. Based on experiences in direct
techrical assistarnce, trainming and field investigations, the
DRD periacdically draws together insights and lessons learned
te produce techrnical publications. The present marnual
addresses the i1ssue of natural hazards, which 1s of
inereasing concern to member states. It focuses on training,
which 1s arm essential element for dealing with the issue.

Twe pilot courses on the use of natural harards
1informaticon 1n the preparation of investment projects and the
preparation of this marnual were carried out by DRD's Natural
Hazards Risk Assessment and Disaster Mitigation FPilot Froject
1vi Latin fmerica and the Caribbean Hasiv. The courses were
desigred for mid-level praject plarmers to acquaint them with
the scurce and ecornternt of natural hazards assessment
informaticon and 1ts applicatiorn in the ecorncmic aralysis of
sectorial investment projects. The marnual is a summary guide
for future course presentations and describes tThe
organizational, admwistrative, academic arnd curricualum
aspects of the course.

The DRD wishes to tharnk the institutions and 1ndividuals
whogse efforts made the pilet courses arnd this marnual
possible. Special recogriition 1s due to the Interfimerican
Cernter for Integral Development of Water and Land (CIDIAT)
for co—sponsoring the course and for the participation of 1ts
staff; to the Urnited States Agercy for Internaticnal
Development /0ffice of Foreigrn Disaster Assistarce
fir thelr firnancial support and sustaininmg tnterest; to Lo
Arndes Uriversity, the Special Commission forr the Frevention
of Seismic Risks of the State of Merida, venezuela, the
Uriited States Beclogical Survey and the World Metecrological
Organmization for their donation of staff time and documents;
and to the Goverrmernt of Vernezuela for its scholarship
support.

Amorng the rmumerous i1ndividuals who participated, Earid
Brabb, Oswaldo Cabello, Mirella Escalante, William Kockelman,
Carlos Loper Ocana, Medardo Maolirma, Peggy OQuijada., and Rosa
Ramirer deserve special mention. The pilot couwrses and



marual were completed under the divection of Stephen Bender.
Roger Amisial served as coordiviator of activities between the
DRD arnd CIDIAT. The coordination of the pilot courses and
the drafting of the marwmal were carried out by Boris Utria.
The coordiration of the piloet couwrses for CIDIAT was carried
out by Ricardo Smith and Jose Ferez Roa. DRD sernicr
specialists Salvador Archondoe and Richard Saunier
participated irn the design and presentation of the courses.
Erriqgue Bello prepared the translation and prodaction of the
marnual.

Kirk F. Radgers
Directow
Department of Regioral Develocpmernt
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INTRODUCTION

During 1983, in response ta the increasing reguests by
1its member states, the Area for Economiec and Sccial ARffairs,
Gereral Secretariat of the Organization of American States
through its Department of Regicormal Development (DRD) and with
suppcrt from the United States Agency for International
Development /0ffice of Foreign Disaster Assistance
(USAID/OFDA) initiated the "Natural Hazards Risk RAssessment
and Disaster Mitigation Filot Froject in Latin America and
the Caribbean EBasin" (NHF).

The prircipal objective of the NHF is to promote the use
af natural hazards information i1n the integrated development
plarming process and the mitigaticn of disasters in the 0AS
member states. Although the dissemaination of such
infarmaticon throuph formal traivning courses was not included
amang the irnitially programmed activities of the NHP, the
project’s rapidly accumulated field experience made evident
the need to train professiconals 1n the subject matter. bpon
verifying the absence of relevamt trairning preograms ain terms
of orientation, content and instructicornal language, the NHFP
cbtained iv 1985 additicrmal support from USAID/OFDA to
develop a course on the use of matural hazards information in
the preparation of investment projects. The proacess of
designing, testimg amd revising the course curriculum was
carried out through twoe pilot courses presented in Merida,
Verezuela in 1986 in coollaboration with the Interfmerican
Center for the Integral Developmernt of Water and Land
(CIDIAT). Both pilot cowrses were successfully completed and
pravided traivning to a total of 42 professionals from 18
Latin American and Caraibbearn courtries,

This marual is a result of that effoert and is intended
as a gquideline document. It has beew desigred to provide
prospective sponsoring institutiorns with rnecessary
imformation to program and present natiornal or regional
courses on the use of natural hazards information in the
preparation of 1rnvestment projects. While the course
curriculum presented i1nm this manual draws fram the two pirlot
courses that where presented in Merida and thus has a
particular scope armd oriemtation, it is expected that the
marnual will be of value in subseguent rnatuwral hazards and
development planming courses. The marual not only provides
comprehensive information about the organizatiornal anmd
administrative aspects irvalved in presenting such courses,
but also proavides a working structure upon which to design a
course suited to the sponsoring orgarczation’s needs.
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The present format, contert, and crientation of the
course, as presented in this manual, have the fallowing
general and specific training objectives:

Gereral wbjectives:

i.~— To create an awareness among Latin American and
Caribbean professicornals of the importance of
considering matural hazards in the integrated
development plarming process.

ii.— To provide training on the use of matwral hazards
infarmation iw the preparation of sectorial investment
prajects to mid—-to-high level professiomnals on a
national and/or interfimerican basis.

Specific training cobjectives:

i.~ Provide 1nformation to the participants concerraing the
sources and types of existing ratural hazards
information.

1i.~- Train the participants in the identification,
coxllection, generation, and techrical analisis of
specific natuwral hazards i1wformation.

11i.— Train the participants in ecoromic and social
analysis of the possible impact of specific natural and
corresponding disaster mitigation measures.

iv.~ Train the participants in the use of specific natural
hazards information i1n the integrated development
planming process and goverrnmental decision making.

v.— Trairn the participants in the use of gspecific natural
hazards 1mformation in the fermulatiorn and evaluation
of 1nmvestment projects.

vi.— Trairn the participants for work in the subject of
rnatural hazards management irn multi-disciplinary
groups.
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The course covers a program of four weeks duration which
includes apgroximately 85 hours of formal instruction, &5
hours of classrocm exercises and 30 hours of technical faeld
trips. The faormal instructional compornent includes thematic
units of a techrnical-scientific nature covering relevant
ratural hazards in the countries of the two regions, thematic
units covering methods and techmniques for the analysis of
natural hazards informaticorn, and thematic units covering
the farmulation and evaluation of investment projects. The
classroom exercises compornent includes the execution of
activities covering specific analytical methods and
techriiques, and the development of a final course case study.
The techrical field trip compornent includes visits to cobserve
the presence of specific natural hazards and to the subject
area of the final course case study.

This marual is organtzed in two volumes and in a modular
fashion to facilitate its use in the differemt aspects
involved in staging a course. VOLUME I: COURSE MANUAL
presents the complete course and is divided into three parts.
The first part, Organizatioral ard Administrative Aspects,
presents a summary of key aspects and reconmendations for the
organization of the course. The second part, FPrincipal
Academic Aspects, presents a summary of relevant academic
rorms and procedures. Finally, the third part, Course
Curriculum, presents a detailed description of all the
acadenmic units of the course, and provides i1nformation on
each unit's conternt, suggested classroom/homework exercises,
recommended instructor?!s readings, additional instructional
materials, additicrnal suggested biblicgraphy, and sample exam
questions. VOLUME II: COURSE MANUAL ANNEXES contains
selected supporting material for the differert sections of
Volume I.

ix



PART I.-— ORGANIZATICONAL AND ADMINISTRATIVE ASPECTS



PART I.-— ORGANIZATIONAL AND ADMINISTRATIVE ASPECTS

This part of the manual is divided irnto nine sections
which cantain the principal orgarizational and administrative
asperts of the couwrse, and presents guidelines and
recommendations to assist in the plarming arnd staging of
the ecourse.

1.~ SELECTION OF COURSE SITE:

In selecting a site for the course 1t is recommended that
the principal criteria be the existence of an academic
institution or a govermment planning agency that can assunme a
sporsorship role and assume all plarmming and cperational
respansibilities in the presentation of the cowrse. Ivy
addition to that criteria it is suggested that the following
guidelines be taken into consideraticon:

a.— Overall logistic considerations

l1.- availability of classroom installations

2. availability of housing accommaodations

3. - availabiiity of local transportaticn and
communications systems

4.— lirnkages to regicrnal and national transportation
and communications systems

S.— availability of office services (secretarial
support, supplies, reproducticon, etc.)

6. - availability of medical facilities

b. - Academic support considerations

I.- prodimity te a university with strong ratuwral
and physical srciences program

2. — availability of research/library facilities

3.— availability of qualified local professiconals
that can participate as course instructors and/or
case study rescurce persarmel

c.— Natural hazards, loacal climate, and course rase
study coansideratians

[l
.
i

existernce of cbservable lacal rnatuwr-al hazards
phenomena
- existernce of moderate climatic conditions
(at least during the duratiorn of the course)
3.— proximity to the site of the course case study

I
|
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It is alsc recommerded that any course site, field trip
location, facilities and personnel considered for the course
be visited by the principal sponsor and/or organizing
institution prior to making any final decision.

2.— SELECTION OF COURSE DRTES:

The selection of dates for presenting the course should
be done cbserving the local activities calendar (holidays,
elections, carnivals, etc..) to ermsurs that non—conflicting
dates are chosern. If the course is to be offered to
govermmert officials on a region—-wide basis it is recommended
not to present the course in the first quarter of the (fiscal
and/or calendar) year as government officials from most Latin
American arnd Caribbean countries will not be able to obtain
travel clearances until national budgets and operations
programs have beern approved. The course should be offered at
least once every twa years in order to form a cadre of course
alumni and cover training reeds presented by turnovers in
staffing.

3. SELECTION, CONTRACTING AND TRAVEL ARRANGEMENTS OF COURSE
INSTRUCTORS AND RESQURCE PERSONNEL:

While it is expecgted that the selection and contracting
of instructors for the course will be subject to the
palicies and procedures of the spomsoring institution, it is
recommended that their selection arnd contracting be done
observirg the following guidelines:

a.~ Staffing needs

The number of instructors and resource persormel for

the course should be limited to a maximum of 10
professiconals. The reasons for this are the rnecessity
to minimize problems 1w the coordination and orientation
of the course, maximize the interaction between
instructors and participants, and, minimize costs.

b. - FProfessional qualification requirements

1.~ academic credentials on the subject to be
presented
2.~ practical experierce on the subject to be

presemnted
3.~ general ard specific teaching experience



c.— Selection and contractual options for couwrse
instructors

Rased orn the experience of the first two pilot courses,
it is recommended that the maximum use possible of local
and regiocnal instructors be suplemented by national

and interrnational professionals. The reasors for this
are to ercourage the establishment of a local cadre of
instructors for continued course offerings, take
advantage of local experiences, and simplify course
management. Sponsor institutions, however, are

urged to pay special attention to each country’s
particular regulations on the hiring of goverhment and
universities employees, arnd on the different programs for
inter—1nstitutional cast-free loan of professionals
between govermment officials arnd urniversity faculty and
special non-profit training programs and/or international
technical assistance programs. iIn gereral, the basic
contractual options that are most likely to be found are:

1.~ comsultancy cantracts with individual
praofessicnals

2.~ 1nter—institutional agreements with
professionals; and,

3.— participation of prafessionals from lccal
co-sponsoring institutions

It is further suggested that the selection and
confirmation of instructors be fimnalized at least three
months in advance of the starting date of the course in
crder to allow instructors ample time to prepare their
presentations. Rll participating instructors should be
provided with a complete course curricalum (Part IJI of
this manual) so that they can have detailed information
as ta the course objectives, contents and crientatior.

d.~ Travel arrangements for course instructors

It is recommended that all necessary travel arrangements
{visas, tickets, termiral expenses, hotel reservatiaons,
etc.) be completed either by the sponsoring imstituticon
or by a collaborating organization. The direct
remittance of morney to instructors to arrange their own
travel is an alternative.



4.— IDENTIFICATION, SELECTION AND TRAVEL ARRANGEMENTS OF
COURSE PARTICIPANTS:

While it is expected that the selection of participants
and processing of all the rnecessary arrangements for their
participaticon 1w the course will be subject to the palicies
and procedures of the sponsoring institution, it is
recommended that the following guidelirnes be observed:

a.~ Errol lment

The riumber of participants in any course should be
limited to a maximum of 24 professionals. The reasons
for this are the necessity to maximize the interaction
betweern instructors and participants, maximize the
individual participation arnd assimilation of the
participants in the lectures arnd workshop sessions, and
minimize problems in the crgarnization and execution of
the course.

b.— Course armouncement

R key factor in attracting gqualified candidates to the
course will be the timely arnmourcement of the course and
the distribution of application materials. Course
armnouncements should include the necessary information
about the cormtent and orientationm of the course, gerneral
conditirons and requirements, scholarship terms (1F
applicable), arnd cther relevant issues. If the course is
to be offered on a region-wide basis, it is recommended
that the armouncement be published at least six months
prior to its initiation date. It is suggested that the
arrouncemnert of the couwrse be dorme through the following
charmels and media:

1.- nationmal offices or official contacts of the
sponisoring institutions

2.- natiarnal, regional, and local government
development planming and sectorial agencies

3.—= mnaticnal, regional, and local rnatural hazards
research agerncies and institutes

4.~ maticrmal, regioral, and local universities

.- matural hazards, natural resource and development
plarming, and specialirzed ratural scierces
magazines and publications

6. - international develocpment assistance agencies

an



c.— Selection criteria

The selection criteria that were used 1n the first two
pilat courses, and that are recommended for future course

offerings are:

candidates must have a university degreej
candidates must have five to seven years of
practical experience at a mid—to-high level
positioen with a governmental sectorial, regional
or national development planning agency;
candidates must have basic preject formulation
and evaluation experierce or a solid technical
background in project i1dentification and
preparatian.

participants must be in good physical and
mental healthj; and,

——— e e ARl

5, ~ selected candidates must prepare and submit a

brief case study paper om a natural hazards
issue of relevance in their respective countries
covering ane of the fallowing three topies:

1.—- assessment of natural hazards as part of the
investment project formulation process;

2.— formulation of a specific project which
includes the selectiorn and evaluation of
natural bazards mitigation measures; and,

3.~ analysis of a natural hazard event, the
analysis of the adopted post-disaster
mitigaticon measwres, and the formulation of a
reconstruction program.

Irn addition to the above individual selection criteria,
1t 1s recommended that the following general criteria be
observed:

1.- the group of selected participants should

form a balanced multi—disciplinary group,
irncluding natural, ecorcmic and social sciences,
in as far as the participants meet the above
individual criteria. To the extent possible,
participarts should include those responsible for
setting hazard mitigation policies.

urless the course 15 intended as an interrnational
course, the group of selected participants should
represent a balarced crass-section of local
sub-natioral and naticonal agencies.



d.— Travel arrangements

It is recommended that all travel arrangements (visas,
tickets, termiral expenses, hotel reservations, ete.) be
dove either by the sponsor or co-sponscring instituticn,
The direct remittance of money to participants to arrange
their cwn travel is nat reccommended.

2.~ Medical insurance

It is recommernded that medical insurance be provided
either by the sponsar or co-sponsoring institution. The
direct remittance of morey to participants to arrange
their ocwn insurance coverage is net recommerded.

f.~ Disbursement of scholarships

If applicable, it is recommended that the disbursement of
sceholarship funds for subsistence be dove at the time of
registration at the cocurse.

5.~ COURSE CASE STUDY MATERIAL:

Based on the experience of the two first pilot courses,
it is considered essential that the case study to be used in
the course be developed arcund a real development project in
the gecgraphical area where the course i1s to take place. The
reasons far this are the necessity to combine theoretical
information with practical field observations, and the
necessity to have sufficient 1mfoomation and resource
perscns with first-hand experierce on the project.

In the two first pileot courses, the case study used was
the proposed "Merida Massive Transport System -MJM.T.S. "
which, 1f built, would be subject tao the natural hazards of
the area. While much discussiorn exists at the local level on
whether sufficient research has beern dore to assess the
hydraloglic and gecolopgic hazards present, the necessary
irvestment and the multisectorial ecaonomic development
benefits that are attributed to 1t presented an interesting
scemnaric to test the assimilatiocr of natural hazards
informaticon and project formulation skills of the
participants.

In that context it is recommended that the selection of a
case study for the course cobserve the faxllowing guidelirnes:

a.~ Recommended case study taopies
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agroindustrial projects and support

infrastructure with critical rural, agricultural

and economic {(regional/national) development

implications:

1.1.~- large scale food production systems

1.2.— large scale water management and irrigation
systems

1.3.~ regional food storage systems

1.4, - regional highway infrastructure

[

industrial projects with critical social and
economic (regiconal/rnational) development
implications:

Z2.1.- labor~intensive basic industry complexes

2.2.~- high cost capital-intensive industrial
complexes

2.3.— tndustrial complexes for the preoduction of
critical export products

Z.4. - industrial complexes for the production of

capital goods

energy sector projects with eritical social and
economic development and vnaticnal self
sufficiency implications:

l.— hydro-electric power plants

£.— thermal and nuclear power plants
« 3.~ petroleum refineries

4, - fuel storape facilities

service sector projects with critical social and
econcmic develcopment implications:

4,1.—~ large and medium scale medical facilities

4.2.— large and medium scale educational
facilities

4,3.— high cost essential communications
facilities

high cost transport systems and infrastructure
with critical uwrban and ecornomic developmernt
implicaticons:

S.1.- mnational ard internaticormal airports
S.&. - faxed rail mass trarsit systems
S.3.—- sea and river ports

S. 4. - regional arnd natiocrmal highways



b.— Basic information to be gathered about the case study
project and supplied to participarnts

1.~ finarncial praject data:

1.i.~ capaital investment

1.2.~ detailed preoject cash-flow

1.3.- financing sources and corditions
l1.4.- operating experses

Z. - technical project data:

2.1.~ physical lay—-aout of gstructures and
buildings

2. 2. - engireering specifications

2. 3.~ equipment and machinery

2.4.— aperating systems and procedures

2. 5.~ power and fuels supplies

3.~ economic praoject data:x

benefits (local,regicnal arnd rnatianal)
.- eosts (local,regional and natiaonal)
— externalities

O () )
G T e

4.~ social project data:
4.1.— benefits (local,regional and naticonal)

4.2.— casts (local,regional and natiornal)
4. 3. - externalities

c.~ Natural hazards informaticn to be gathered about the
case study area and supplied to participants

l1.- gerneral data (applicable to all case studies):

}

natural resouwrces
geographic characteristics
climatic characteristics
special laocal features

e
£ G =
|
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. gerneral atmospheric and hydroalogaec hazards
information (when applicable):

- evernt information

- hazards information

risk information

= vulmerability information

=
-
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3.~ flood hazard informatiorn (when applicable):
32.1.~- event i1nformation
3.8.—- hazards information
3. 3.~ risk nmformaticr
3.4.- vulrnerability information

4, - geclegic hazards information (when applicable):

4.1.— event infaormation

H4.2.— hazards information
4.3.— risk information

4.4. - vulnerability information

%.~ other hazards informaticn (wher applicable):

8.1.- evernt information

S.2.~ hazards information

5. 3. — risk 1nformation

S.4.— vulnerability information

d. - Case study structure and schedule

The case study should be structured in two different
phases: (1) initial case study presentation to course
participants; and, (2) case study development by course
particaipants.

The first phase :should total no more than s=ix hours of
formal presentation time, amd ancther six hours of field
visits., The second phase of the case study should cover
a minimum of ten hours of consecutive supervised workshop
sessions, It is suggested that the following schedule
totalling & minimum of 24 hours be adhered to:

1st. week: 1 hour presentation lecture
& hours field trip (Saturday)

crnd. week: 1 hour presentation lecture

3rd. week: 1 howr presentation lecture

4th. week: 1 hour preserntation lecture
14 hours case study develocpment

While field visits to the case study site are considered

essential during the first phase of the case study,
further field trips during the second phase are opticnal.,

10



e.—- Case study coordination and rescurce pecple

The case study should be cocordinated by cne of the
irstructors of the course. Prefererce should be givea to
imstructors that will participate in the entire course.

The preasentation and development of the case study should
be supported by local professionals who have first—harnd
kriowledge of the project, and wha can act as resource
persons. It is reccommended that these professionals be
directly involved in the project and, as needed, be
supplemented by professicnals from local ariversities
{(faculty members) and from goverrment plarming and
sectorial agencies.

f.— Case study working groups

The case study should be developed through the
establishment of multidisciplinary working groups drawn
from the participants in the course. These proups should
be formed by the begirming of the second week so that
they bave at least three weeks to carry out the necessary
research, preliminary discussiaons, and progressive
preparation of the required case study group report.

g.— Case study evaluation

It is reccommernded that the participants' performance in
the case study be evaluated through the prepavation of
written group reports and oral presentations. The actual
comtents of the written reports should be defined
according to the particular case study and the resocurce
material made available, but a fairly detailed document
should be reqgquired from the different groups. The cral
presentations should be brief in matwe and limited to
the presentation of each group’s conclusions and
recommendations, followed by a discussion with all
participants.

€.~ TECHNICAL FIELD TRIPS:

It is recommended that techrical field trips in which
participants can ohserve natural pherncomena and their
development implications be used to supplement theoretical
material and classroom work of the course. While additianal
field activities are optional, a ore day technical field trap
directly related to the course case study and a maore
extensive weekend field trip focusing on several rnatural
hazardg are recommanded.

11



In addition to a orne day technical field trip to the
s1te(s) asscciated to the Merida Massive Transport System
case study, the two first pilot courses included a major two
and a half days technical field trip in which participants
travelled to the central flatlands of the country to observe
a regional flood control system that covers some 25 000
hectares of extension., During the trip to and from the
flatlands, the course participants had the gpportunity to
observe various natural hazard prone areas (seismic faults,
landslides and mass—movemernts) in the Andean ranpge.

It is supggested that the technical field trips, and
particularly the major trip, be carried ocut within the course
structure abservirng the following guidel:ines:

a.- Organizational aspects

1.~ The spenscoring instaitution should be completely
responsible for the ocrgamization of the field
trips.

. The course instructcors of the relevant thematic

units should participate in the field trips.

The field trip leaders should be local

professiconals with first-hand knowledge of the

area and the rnatwr-al bhazard problems.

4,~ The participants should receive a briefing prior
to the field trips which emphasizes on the
ocbservable rnatural hazards and the development
plarming issues of the trips.

5. — The participants should receive a briefing on the
form and comternt of the required field trip
reports.

fu
|

|
|

.- Natuwral hazards considerations (major field trip)

1. - existence of major aobservable matural hazards

conditions

gxistence of economic and human activities

1 the areas to be visited

- existernce of scome type of mitigation programs or
measures (projected or already in place)

r
{

[
{

.~ Logistic considerations

— easy accessibility of the area to be visited

— safe arnd healthy environmernt

— existence of adequate accommodaticons and food
supplies (major field trip)

Gy T =

-
Tu



7.~ COURSE BUDGET:

Due to the differences that exist ir terms of costs in
the differert courtries, 1t is rot possible to predetermine
an overall budget for proposed course of ferirngs. Likewise,
the riumber of participants and instructors, and the
characteristics of the field trips will affect the total
course cast. In spite of such differences in costs the
following items carn be pointed out as being the main budget
components:

a.— Farticipants

1.- travel and terminal expenses
2. subsistence allowance

b. - Instructors (contracted)
. — honararium

.= travel and terminal expernses
»~ per—~diem allowarce

[TYR (RIS

.~ Training activities arnd instructicormal material

adrinistrative and organizational expenses
phetacoping

field trips

telephorne and telex

0 -
i

Annex I.6.1 presents a detailed sample budget sheet for
use 1n plarvming the couwrse,

8. - HANDLING OF INSTRUCTIONAL MATERIALS AND DOCUMENTS
FOR DISTRIBUTION

The adequate harndling and distributiorn of instructicral
materials and handouts is an 1mportant comporent of the
caurse. Materials and documents for distributicn should be
submitted by instructors and participants (individual case
studies) which should be reviewed and reproduced. The
following guidelines for the hardling of such matevials and
dacumernts are recammernded:

a.=~ Irmstructizral materials

1.~ Instructors and rescurce perscans should
submit materials for distribution at
least ore week before their respective
presermtations or workshops take place.

[os
ey



2.— Instructors and resouvrce persons should be
required to submit material folloawing a
predetermined format to facilitate handling and

reproductiar.

bh.— Participants' individual case studies

1.— Participants should be requested to submit
their respective individual case studies durirng
registration at the begirming of the course.

2.~ Participants should be requested to submit
their respective individual case studies
following a predetermined format to facilitate
revisicon and repraduction.

3. - GENERAL ORGANIZATIONAL SCHEDULE:

The presentation of the course will require the execution
of a rumber of programming activaities which will have to he
coordinated and completed v a timely fashion. While the
specific components of that orgamizational process will tend
to vary with the course structure, site and dates, Table 1
presents a general schedule to be used as a guideline.
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TRBLE 1.- BENERAL ORGANIZATIONAL COURSE SCHEDULE
| sees &% PLANNING HORIZON BEFORE THE COURSE STARTS (wonths) & & # % ¢
RETIVITIES !
I 12 114t 1019 18 47T 16 1S 1 & 3 12 1 10
I | ! ! | i | | [ i ! I {—
{Identification of course objectives | I | | i i | l I l ! | |
Jard content | I | IXXLaxxi H i | { I 1 ! 1
I | i I | | | i | | i { ! {
€ lldemtification of potential { | [ ! | i i I 1 ! | | |
0 loourse sites I | I I XxxIxxx 1 | i t | [ l l
HI 1 I { i I { { I | | I | Ic
R Ivisits and selection of course site | l I | {XIXXXNIEXX | l l | i I 10
5 1 | ! | i I | i I | ' | | 1y
E lldentification,visits and selection | | | b | ! t I l I I | I R
lof course field trip sites I t i l XXy | | l I | i IS
{ | I | 1 l I | t § | t ! 1 E
iFinal definition of course | } 1 1 i | i I ! | I | 1
lobjectives and content l I I ! H 1XXXXXX1 I | I | i i
|
]
I 1ldentification of instructors I I | [ LXXXXXXTXXXXXXFXXXNXRAXAXRXNS | ! 1 11
N | I i ! I I | | t i ! | | IN
S ISelection of imstructors I i I | i i ! IXXXXXXIXXXXXXI ! ! 11
T 1 1 I I I ! | | i i i | { 17
. 1Travel and hotel arrangements {a) | I I | i } | ! H 1XXXxxxi i b
IA
T
P [Course announcesent ! | I { ! IXEXXXXIXXXRXRIXXXXRXIXXX | ! { |
A I I [ ! | I ! | | [ { I (1]
R ICandidate application (b} i { I | | I I XXXTXXXXXXEXXX | I | I N
T | | ! | | I | | I | [ | |
I [Selection of participants (b) [ | | i 1 I I i FXXXXXX1 1 | t
c 1 { | ! 1 ! | ' | i i ! I I b
I INotification to participants (b [ { I | { | | ! I xxx ! LA
P 1 I { I 1 i } i | | | ] I T
. [Travel and hotel arrangesents (a) | i | 1 I | i | I IXXXXXXIXXX | 1 E
!
§
N iinstructors' lecture materials | I I | i 1 i | 1 l TXXEXXXIXXXXNLI
A1 i i | | | § 1 | I | I { |
T I0ther materials (videos, films,etc.) | | ! ' [ i | | | I {XXXXXXIXXXXXX]
E I I | | | I ! ! ! | | I I |
R IHandouts revision and editing ! i [ I ! i | { | i EXXXXCEXXXRXX
11 | | | I ) I ! | I l 1 1 1
A IParticipant case studies ! [ i I I { i i 1 i I XXXIXXXXXXI
L | I | ! i ! i ! | i I ! I
S IReproduction of materials ! ! 1 i I | 1 l I | | EXEXXXXI

Notes: {(a) Subject to the touristvlholiday schedule of the course site city.

(b} Subject to the course being naticnal or regional, and to whether participants will be required to present a case study.



SUMMARY OF THE ANNEXES TO PART I ()
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Note: (%) Refer to VOLUME II: COURSE MANUAL ANNEXES
Numeration of anrexes covrresponds to the specific

section to which they are related and, thus, the
rmumeration used will not recessarily be consecutive.
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PART II.- PRINCIPAL ACRDEMIC ASPECTS
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PART 11.- PRINCIPAL ACADEMIC ASPECTS

This part of the marual is divided inte two sections
which contain the principal academic aspects of the course,
ard is intended as a guide to assist in the organization and
determination of academic standards for the course.

1.~ ACADEMIE NORMS:

While it is expected that the implementation of a set of
academic morms will be subject o existing policies of the
sponsoring institution, it 1s recommended that the following

guidelines be ochserved:

a.~ Irdividual participation

Participants are eypected to actively participate on a
full—time basis in all the activities of the course,
including the preparation of homework assigrments,
classroom presentations and exercises, field trips,
examinations arnd the course case study.

b. - Course completion (evaluation of participants)

The approval of the course, and thereby the grarnting of
ari "APPROVAL CERTIFICATE" to anm individual participant
should be subject tw the following conditions:

1. - attendarice at no less tham 90 percent of all
course activities; and,

2.~ obtaining at least a 75 percent grade
point average for the fouwr examinaticons,
graded homework, trip reports, and case
study workshop.

Farticipants who do not meet the class attendance
ciriteriza but who have a 75 percent v above grade
point average should be entitled to receive a
"FARTICIPATION CERTIFICATE. "

Farticipants wha meet the 90 percernt class attendarce
criteria but who have a grade point average between S0
and 7% percent should also be entitled to receive a
"PARTICIFATION CERTIFICATE. "

18



Participants with less than a %0 percent grade point
average should not be ertitled to a course certificate.

2. - COURSE EVALUATION BY RARTICIRPANTS:

While the sponscaring institutions might already have a
course evaluation systems, the following evaluation system
arnd questicrmaires are recommernded for use in the course:

a.— Evaluation system

The proposed evaluation system is composed of two

nestionnaires. The first ore is to be completed by
participants at the end of the second week of the course,
and the second one at the end of the course. Dividing
the evaluaticon process in two separate units is
recommended as a means to achieve a greater clarity in
the evaluation process.

h.~ Evaluation gquestiormairves (See Armex I[I.2.1).

3. - CLASS SCHEDULE:

While it is expected that future proposed courses will
undergo changes in structure and sequence to accommodate
special country and/or regiconal imterests, Table & presents
a class schedule as a basis for course planming.

Noete should be made with respect to the lecturse hours
devoted to the "preserntation of participant’s case studies”
{See Table 2). These units are included in the proposed
course schedule but are rnot presernted in the COURSE
CURRICULUM section of this manual (Part III). The reasons
for that is that they do mot constitute formal lectures, and
that requiring case studies from participants 18 arn optional
featuwre withir the recommended course "core redquirements.”
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SUMMARY OF THE ANNEXES TO PART II (%)

II.&. 1. - Courge Evaluation Questiornmaires

Note:v*) Refer to VOLUME 1I1: COURSE MANUAL ANNEXES

Numeratiaon of annexes corresponds to the apec:fie
section to which they are relaled ama, thus, 1he
numeration used will rnot recessarily bhe consecuative.
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