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objectives of the handbook

When you have studied this handbook you should be able to:

& define the professional tasks which will provide the basis for determining educational
obiectives

®  plan a eurricalum

» construct tests and other measurement devices

These skills will be based upon a measurable gain of knowledge concerning:

n  relationship between professional traning programmes and subsequent practice;
®  principies of learning and role of the teacher;

n  role of objectives in educational planning;

] principles and mathods of curnculum planning:

w  prineiples and practice of aducationat evaluation,

You will also have strengthened your desire to go on learning and acquiring skills in
education and will have mastered an effective way of setting about 1t.
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preface to the fifth

This fifth edition (1981) is a fairly substanrial
revision, featuring in particular more concrete
examples and more exercises than the 1977
edition. 1t is a collective work taking into
account the critical comments and sugpestions
of numerous users of the earlier editions and
the results of a survey carried out among 200
selected readers, whom we take this opportun-
ity of thanking.

The first edition was prepared on the basis of
decuments distributed during a workshop
organized by the Regional Office for Africa,
Brazzaville, in December 1969 with the
assistance  of conmsultants in  medical
education.! It has been widely vsed in the
Region and served as a basic document for
many educational planning workshops.

it then became evidens that it would be useful
to give the reader better guidance during his
progression through the whole educational
planning cycle. Although this objective would
most likely be achieved by a completely
programmed presentation it seemed that the
complexity of the problems involved was not
great enough to justify a method which would
be so intricate and long to prepare. Only
practice could say whether this was correct.
In 1975 a fully revised text was field tested
and led to the 1976 revision distributed in over
10,000 copies in four languages. The 1977
edition was translated into 11 languages as a

edition

t

result of national initiatives. [t too was used
at many ‘“educational workshops”, during
which interesting and constructuve criticism
was expressed to the same effect as the
comments received from the readers partici-
pating in the survey, who included many
experienced educators: need for greater
clarity (less jargon}, more concrete examples
and more practical exercises,

An atrempt has been made in this fifth (1981)
edition to take this advice into account.

Like the previous ones, this new edition will
be revised in its turn, in the Light of the
suggestions we hope to receive from users. To
order copies in French or English, please see
the list of addresses on the back cover. For
editions in other languages, or if you would
like further imformation or explanations, do
not hesitate ro write to:

J. <] Guilbert, M.D., Ph.D.(Educ.)

Chief, Educational Planning and Methodology
Division of Health Manpower Development
World Health Organization

1211 Geneva 27

Switzerland

Your suggestions will always be welcome.
There is a special sheet you can use for
them at the end of this handbook.

' Dr. 5. Abrahamson and Dr. H. Petetson (USC, Depr. Med.
Educ., Los Angeles).

re
&
WORLD HEALTH ORGANIZATION \z
N

Dear Colleagues,

"(4.4’

—

In our commeon struggle to achieve the objective of “Health for all by the year 2000, the place
of basic training and continuous education of health personnel is a crucial one,

The Conference of Alma-Ata recommended, among other things, that governments “{define]
the technical role, supportive skills, and attitudes required for every category of health worker
according to the functions that need to be carried out to ensure effective primary health care...”.
It also recommended that “‘health workers, especially physicians and nurses, should be socially
and technically trained and motivated to serve the community ; that all training should include
field activiries”, and that due attention should be paid to the preparation of teachers of health

workers.

All these reasons lead me to regard the publication of this revised edition of the Educational
Handbook for Health Personnel as particularly useful, in that it will facilitate the application

of those recommendations.

Irisalso a practical example of the technical support that an international organization such 1s
ours must offer to back up national efforts in favour of primary health care.

Of course it is only one element among many; a small stone that helps pave the difficult way ro

health for all.

I hope this Handbook will continue to meet with the success it has enjoyed for over 10 years

among its many users.

Dr. H. Mahler
Director-General

1211 GENEVA 27-SWITZERLAND Teiegr. UNISANTE-GENEVA Telex: 27821 OM3 1211 GENEVE 27-5UISSE  Télégr: UNISANTE-GENEVE

ORGANISATION MONDIALE DE LA SANTE



for whom

is this educational handbook intended?

Originally, n 1969, the first edition was
written for teachers of the health sciences.
Subsequently, however, the Handbook was
used above all by hundreds of participants in
meenngs organized by WHO or held with WHO
assistance (educational planming werkshops,
teaching methodology seminars, ete, ...}

A survey of 200 users carried out in 1975
revealed the following opinions

A very small munority (10%) felt that the
Handbook should be supphied only to parna-
pants . controlled educanional activities
(workshops, seminars, courses, etc)) or
reserved for '‘teachers of teachers™  The
matority, however, felt that dissemination
should be as wide as possible, and be directed
to all teachers of health sciences at all levels,
to health admunistrators with staff supervision
responsibilities, and to students, so as to help
them to draw maxmunum benefit from their
learning activities and  participate i their

organization, The latest poll, conducted in
1978, produced very apposite comments
from about 100 users i all parts of the world
and the consensus is stll n favour of the
widest possible distribution Many teachers of
the various health professions (dentists, nurses,
sanitary engineers, physicians, pharmacists,
erc.) have stated thar the Handbook answers
their needs, but some think that the author’s
training as a physician Fas sull too often
biased the choice of examples. A further
effort has been made wirh this 1981 edition
to produce a text better suited 10 everyone
working n the health professions It 1s, how-
ever, very difficult to strike a perfect balance,
for many reasons. While it 1s still true chat
most of the examples relate to the medical
and nursmg professions, 1t is the author’s
hope that each user of the Handbook will
make a personal effort at adaptareon, replacing
the examples given by other more suitable
ones whenever necessary

jargon and meaning of words

Many users of the previous editions have
asked for special care o be taken to simphfy
the language used We hope they will be
satisfied. It has not, however, been possible
to avoid using certain technical terms (for
example. discrimination index}. Neither has
it been possible to avoid assigning precise and
restricted mcuningstowards which are often
used mnterchangeably in everyday parlance
(for example task, activity and function) In
all such cases the words are defined n the

Glossary (p 6 01 et. seq.).

It is very important that we should understand
one another, and for that we must give
wdennical meanings to the words we use Bur
it is just as important not o get bogged down
in endless discussions, Your aim is not to
dratt definttions of words for a dictionary

So please accept the detinifions proposed
this Handboolk, at least while you are using
it

how to use the handbook

The presentation and layout of this Handbook
are unusual

m [t should be stressed ar rhis pownt that the
approaches suggested in this book are the
result of a deliberate chowce by the author
and reflect his ideas in the field of education
Various theories sometimes regarded as con-
tradictory are explained to the reader so as
to give um food for reflection, rather than
to subject him to any philesophical con-
straint. It 15 for the reader to make his
choice, to draw 1nitial conclusions and, in
particular, to seek solutions for his own
teaching problems by tzking what 15 worth
using among the various theoretical
approaches suggested. To reject them whole-
sale would hardly be constructive, it would
be preferable to propose better ones

® For each chapter a list of objectives is
included (yellow pages) to give you an
idea of what you will get out of the chapter.

The theoretical input (white pages) 15
presented i the form of original docu-
ments or short quotations from texts
hsted m the bibliography.

All through the Handbock there are
exercises (blue pages) to help you 10
determine whether you have increased
your skills (see check list, page 15).

Certain documents are printed in large
type so that they can be easily made into
transparencies for use with an overhead
projector (see technique on page 3.45)

& The page vuwbwoaly dis also unordrodox
every chapter begins with a number ending
i 01 (for example page 3 01 is the fusr
page of the chird chaprer), however many
pages there may be int the previous chaprer.
This meakes it easier to find a specific
passage in the Handbook

Rather than try to explan the whys and
wherefores of this unusual layout. which

some find irritating and complicated at
first, and others as intriguing as a detecrive
story, 1t seems simpler 1o invite you to use
this book just as it 1s You will then draw
your own conclusions as to the “‘reasons”
for 1ts layout There must be some... even
if the author 1s not aware of them all!

In any case you are warned not to read this
Handbook like a conventional book, starting
with the first page and hoping to get to the
last. 1t 15 meant to be used as determuned
by the questions you put to yourself, your
needs, and rthe teaching problems that
bother you — by your own objectives, in
short, whether or not they are already
articulated

This 15 why we are gomg o fry and help you
in this essential bur unusual and therefore
difficult undertaking

First situation you are zlone (on a desert
1sland) or ¢lse you are accustomed and prefer
to work alone. You are going to need grit,
perseverance and 35 to 50 hours of free
time.

Good Luck!

Second situation a colleague also has the
Handbook and agrees to work with you.
It will not be such an uphill task. If you
can get together 2 small working group of
five persons, sull better

m Third situation: vou are raking parr in ap

educarional workshop  The working
methods for such 2 meeting are described
in this Handbook (pp 5.10 — 5 12) and
group dynamics will do the rest

In any casc, the first thing to do is to iden-
tify your needs

You are invited to proceed in three stages



identification of your needs as an

educator

First Stage

® What are the educational “‘questions” that
you would like to have answered? (For
example “what 1 an educational object-
ive?”, “what does the word ‘validity’ mean
with reference to an exammation®™’).

® What are the educational “‘tasks™ thae you
would like to take on? (For example.
“organizing 2 nutrition course for student

nurses’’ or “‘teaching how to interview a
patient™)

What are the educational “problems™ you
would like to solve? (For example. “I am
in charge of 600 students in different
university years. how am | to organize field
work in preventive medicine?”’

Now . ... . Try to draw up a preliminary lst of your “‘questions™, “educational tasks' or

“problems” for the coming 12-month period

EXERCISE

L~

identification of your needs as an

educator

Second stage

Would you like to find out hew much you
know before studying the rest of the Hand-
book? One way of domg this is to wy to
answer the questions in a pre-test®

To do so, read straight away the questions on
pages 1.57 — 1.60, 245 — 247,379 — 3.83
and 4.75 — 4.80 and enter your answers on
the answer sheet, page 10.

If your score is low in this pre-test, this should
be 2 source of satisfaction, for it may show
that you were right to start perusing this Hand-
book and that it will be worth yvour while
continung so that you can improve your
weak spots

The rest will help you make a personal diag-
nosis of the teaching areas you need to bring

up to date Your aim in doing this test is not
to find the right answer but simply te take
note of the fact that you do not find it!

You may also rest assured that your score in
the post-test (page 5 34) will be another occa-
sion for satisfaction for it will show an appre-
ciable gain after you have used the Handbook,

If your score in the pre-test 15 hagh, you should
choose areas which are still *uncertain® (those
for which you did not find the correct answer)
and go into the matter more thotoughly

"This pretest deals anly with theoretical knowiedge relating
to group 2, page 2. You will have an opporrunirty of gauging
how far you have achieved the group 1 objectrves by doing
other cxercises which appear throughout the Handbook
(blue pages)



answer sheet for pre-test”

Chapter [
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*sec page 9

To check your raw score compare your answers with those given on page 5.34
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identification of your needs as an

educator
Third stage

To use this Handbook etfectively for your own
needs, it is proposed that you choose from
among the following educational tasks or
objectives (broken down wnto four mam
themes) the ones which interest you and in
which you would like to achieve a degree of
competence.

The time requued for personal work (study
of the text, practical exercises) on some of
these tasks will be more or less long. Some
call for a few mmutes’' work, others several
hours to allow for study of the documents
suggested {p.14)

To guide you m this first choice, do not
forget to take inzo account the “‘questions
and problems” you lsted on p.8 and your
weak and strong pomts (results of pre-test,
p-5.34).

Limit this imitial choice to abour 10 tasks,
circing the numbers of those that seem
most important for you on the list (humbered
1 — 40) appeanng on pages 12 — 13.

It is natural that you should have some diffi-
culty in making your choice at this stage, for
you are not yet famuliar with *‘educators’
jargon”. Do not forget the Glossary (pp.6.01
et seq } Don't worry mn any case there
15 no risk involved!

Morcover, you can always adjust your choice
as your work progresses

Once your irutial choice has been made, turn
to p 14 and follow the instructions given
there:  study the suggested pages and do the
corresponding exercises (blue pages.}

11



educational
objectives 1

~J

Define the followmg rerms professional
task, activities, functions, role, institut-
wonal  obyective;  speaific  objectve,
domains of practical skills, communic-
ation skills and intellecrual shalls,

List the qualities of an educanonal
objective and the sources necessary to
ensure its relevance

Define the professional functions of a
member of the health ream whom your
reaching nsticution 15 responsibie for
traimng (general educarional objecrives)
50 as to deal with the health problems of
society *

Analyse a major professionz] function by
defining the various mtermediate com-
ponents (activiries) making it up *

Define a professional task and ideptfy
its components (domains of practical
skills, communication  skills  and
mtellectual skills).

Draw up a list of the specific educational
objectives relating to a professional rask,
stating explicitly what you feel the
student should be able to “deo™ afrer a
given course of instruction (that he
was not able to do previouslyy and
corresponding to the domawmns of the
commumeation skills or practical skills
wmvolved in this activity. *

Taking a specific objective m a non-
cognitfive domain (le. practical or
communication skillsy, defme m
form of specific educational objectes
what theoretical krowledge you feel
the student should possess if he 15 to
attain that objective =

Make a critical analysis of speatfic
educarional objectives  (listed by a
colleague), indicating  in  parucular

whether they :include all the reguisite
elements  (act, content, conditlon,
criteria), *

Draw up a hst of the possble reactions
of colleagues 1n your (aculey o the idea
of  having to defint educational
objectives derived trom professional
tasks and propose strategies for over-
coming those reactions *

evaluation
planning

10

1

12

13

14

16

17

18

2

Draw a diagram showing the relation-
ship between evaluation and the other
parts of the educational process.

Define the principal role of evaluation,
its purpose and its aims

Describe the difference between forma-
tive and certifying evaluation

List the good and bad features of a test

Compare the advantages and disadvan-
tages of tests in current use

Define the following terms valdity,
rehability, objectivity, and describe the
relationship that exists between them

Choose an  appropriateé  evaluation
method {(questionnaire, written exarmn-
ation, “objective” test {(MCQ or short,
open-answer question) or essay question,
oral examination, direct observation,
etc ) for measuring the studems’ attain
ment of 2 specific educational objective,
Compare the alternatives in a specific-
ation table.*

Define (in the form of an orgamzational
diagram) the organization of an evalu-
ation system suitable for your cstablsh-
ment. and list the stages involved

Indicate:

{a) the most important educational
decisions you have o take,

(b) the data to be collected to provide
a basis for those decisions:

{¢) the aims of the system and sub-
systems in terms of decisions 1o be
tzken and the object of each
decision (teachers, students, pro-
grammes). *

Idennify obscacles to and strategtes for
improvement of a system of evaluatng
students, teachers and programmes, ™

* wec footnote, p, 519

programme

construction

19

20

21

22

23

24

25,

26.

27.

28

Explain  the differences between
“educatron”, “teaching” and “learning”,
and describe the new trends in the
teaching/learning system and the various
learning situations.

Define the concepr of relevance of a
programme,

List 10 condmons which facihitate
learning and evaluate a learning actwvity.

Indicate the aims and general methods of
teaching

Specify at least two advantages and two
disadvantages for each techrique and
medium used 1n teaching

Select a teaching method that will make
an educational objective easier to
achieve

Compare the alternatives mn a specific-
ation table *

Indicate the steps involved in con-
structing a programme

Construct a  programme or decide
whether a programme or course needs
revision, using a specification table, *

Construct a self-learmng package. *

Define the role which, as a teacher, you
would like to assume in order to motivate
and facilitate the learning of students
tor whom you are responsible *

Identify the obstacles liable to be
encountered in setting up a competenc
based curriculum geared to the healt
needs of the commumity and describe
strategies for overcoming them *

implementation

30

31

32

33

34

35

36

37

38

39

40

of evaluation

Indicate the different elements that
should be considered in the evaluation of
a teaching programme,

Indicate the different elements that
should be considered in the evaluation of
the educational objectives of a teaching
programme

Define the advantages and limitations of
a system of evaluation of teaching by
the students *

Contruct an observational ratng scale
and/or a practical test to evaluate the
behaviour of a student in the domain of
communication and/or practical skills,*

Propose a question for a written (open-
book)} examination of the ‘‘essay” type
ot a series of six short, open-answer
questions and indicate the norms of
performance permitting  objecuve
marking (marking table).*

Draw up three multiple choice questions
(MCQ) in the domain of intellectual
skills — at least two of the objectives
must measure an intellectual process
superior ta level 1 “simple recall” (either
level 2 “interpretation of dara” or level
3 “problem-solving™’).*

Indicate the advantages and Limitations
of a programmed examination *

Define the following terms: prerequisite
level test, pre-test, interval test, com-
tndicate

pose and the stages at which they are set,

Explan the difference between a relative
and an absolute criteria test.

Calculate the acceprable pass level for a
MCQ exammation and establish the
scoring critena and norms which permit
determination of the passing grade of a
mini-test (made up of the questions
mentioned in objectives 34 and 35) *

Do an item analysis of a question (cal-
culate the difficuity index and the dis-
crimination index) and draw the relevant
conclusions

13



Theoretical background that will help you
reach the educational objectives of the workshop

For objective

Study the following
pages of the
Educational Handbook

]

4

For abjective

l

Study the following l

pages of the
Educational Handbook

10

11

12

13

14

15

16

17

18

19

20

Glossary and pp. 1.05-1.07,
1.17,1.23,1.29,1.33-
1.36

pp. 1.20,1.33,1.43-1.45,
1.48-1.50

Obj. 1 and pp. 1.09-1.27
Obj. 3 and pp. 1.29-1.32

pp. 1.17-1.19, 1.33-1.41

Obj. 2, Obj. 5 and pp. 1.43
-1.53,1.56

Obj. 6 and pp. 1.54-1.56

Obj. 6 and p. 1.56

Obj. 1 and pp. 1.63, 3.71,
375

pp. 2.03-2.05

pp. 2.02-2.14,2.19

pp-2.15-2.18

pp. 2.26-2.29

pp. 2.30and 2.31

pp. 233-2.37

Obj. 6 and pp. 2.21-2.23,
227,238

Obj. 11 and pp. 2.40-2.43

Oby. 17 and pp. 2.44,3.71
375

pp. 1.04, 3.18-3.29

pp. 1.33, 3.04-3.12

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

3B

39

40

pp. 4.10~4.14

pp. 3.28,3.29
pp. 3.21,3.22

pp- 3.41-3.47

Obi. 6, Obj. 23 and pp. 3.22,
§23, 3553 58

pp. 3.03-3.15

Obj. 25 and pp. 3.59-3.75 ar
pp. 1.27,3.73, 4.04

Obj. 16, Obj. 24 and pp, 3.49

-3.54
Obj. 20 and pp. 3.33-3.40

Obj. 28 and/or Obg'. 26 and

pp. 3.71, 3.75-3.78
pp. 4.03-4.09

pp- 4.15-4.19

Obj. 16 and pp. 4.22-4.27
Obj. 16 and pp. 4.28-4.30
Obj. 16 and pp. 4.31-4.40
pp. 4.41-4 48

pp. 4.49-4.53

p.4.61

0Obj. 35, Obj. 38 and pp. 362,
4.63

pp. 465473

and do the corresponding exercises (blue pages): see list on next page.
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Recapitulative table of exercises proposed in Handbook

Objective Exercise Page
3 Identifying professional activities 1.15
3 [5ef'ining the main functions of health personnel 1.23/1.24
20/26 ; Analysis of the rclevance of a programme 127
5 ILI;:ntifying components of a professional task 1.41
6 Selecting active verhs relating to a task 1.47
8 -Iaentifying the elements of an educational objective 1.51
8  Evaluating an educational objective ‘ 1.52
6 ! Drawing up specific educational objectives 1.54
7 ]i;twing up enabling educational ohjectives Eo1.55
8 Critical analysis of an educational objective 1.56
1/11 | Evaluation of knowledge about educational objectivAeAs 1.57/1.60 .
17 Statement of educaticnal decisions A 2.09
12 l D-istinguishing between formative evaluation and certifying evaluation  |2.16/2.19
13,1416 } selecting a methud. of evaluation 2.23
15,16 I Comparing several methods of evalilwation i 238
17 | Graphic representation of an evaluation system 2.43
13 | Identifying obstacles to and stratcgics for applying an evaluation system: 244
10/18 | Evaluation of knowledge about evaluation planning 2.45/2.47
19 Bescribing learning situations 3.29
28 Describing the teacher’s functions 3.39
24 Sclecting a teaching method 3.57
24 Comparing several teaching methods 3.58
29 Constructing an organizational chart for programme implementation 3.77
29 Identifving obstacles to and strategies for introducing a new progran;;r{e 3.78
19/29 | Evaluation of knowledge about programme construc;ion 13.79/3.83
32 Lisfiﬁg idvantages and limitations of evaluation by students 419
33 _B;awing up a practical test or project test 422
| 33 E;nstructing an attitude table 4.25
34 Preparing an essay question 4.29
34 Preparing short open-answer questvi;)ns 4.30
| 35 Preparing multip'lé-choicc questions (MCQ) 4.39/4.40
L Preparing a programmed test 4.48
|36 | Completing a specification table for a test '4.55/4.57
39 Calculating the acceptable pass level (APL) for an MCQ zest 471
40 Caleulating the difficulty index and discrimination index for a t 475
| question L :
_7_}9&70 E;aluation of kno»;fledge about test and measurement techniques 4.75/4.80
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