[image: image1.png]



Tamil Nadu Open University 

School of Continuing Education

jkpo;ehL jpwe;jepiyg; gy;fiyf;fofk;
njhlh; fy;tpf;fhdg; gs;;sp
Programme Project Report (PPR)
Vocational Diploma in Computer Hardware Servicing (VDHS) 

Members of the Board of Studies [BOS] 
of School of Continuing Education

	S.No.
	Name
	Designation

	1
	Dr. P. Thiyagarajan
	Professor & Director

School of Continuing Education

Tamil Nadu Open University, 

Chennai

	2
	Dr. K. Devan
	Professor & Centre Head

Centre for Adult and Continuing Education, 

Pondicherry University,  

R.V. Nagar, Puducherry

	3
	Dr. V.P. Matheswaran
	Professor  & Head

Department of Adult & Continuing Education, 

University of Madras, 

Chepauk, Chennai

	4
	Dr. S. Jayalakshmi
	Assistant Professor

DDU-KAUSHAL Kendra, 

Bharathidasan University, 

Tiruchirappalli

	5
	Mr.S.Vendan
	Managing Director

Vendan Visual Effects, 

Thirvanmiyur, Chennai

	6
	Ms.C.Rohini Chandrasekaran
	Consultant

Fair Labour Associations, 

Tirupur, Tamil Nadu

	7
	Mr. R. Thiyagarajan
	Junior Instructor

IIDA Community College, 

No.38,Bharathi Nagar Main Road, 

Zamin Pallavaram, Chennai

	8
	Mrs. V. Rubini
	Nurse, Health Centre

Tamil Nadu Open University, Chennai

	9
	Er. R. Meenambigai
	Assistant Professor

School of Continuing Education

Tamil Nadu Open University, 

Chennai

	10
	Dr. I. Ambeth
	Assistant Professor & Regional Director i/c

Madurai Regional Centre, 

Tamil Nadu Open University, 

Madurai


Tamil Nadu Open University

School of Continuing Education

Vocational Diploma in Computer Hardware Servicing (VDHS) 
Programme Project Report (PPR)

(a). Programme’s Mission & Objectives:  The main Objectives of the Vocational Diploma in Computer Hardware Servicing Programme is to train the learners for the job of an Network technician, Hardware servicing technician, Repair and service mechanic of computer and its accessories and also building the key competencies amongst the learner.
(b).Relevance of the Programme with HEI’s Mission and Goals: Tamil Nadu Open University one of Mission and Goal is to encourage Skill Development to empower the human resource through Participatory Education System and accordingly the Vocational Diploma Programme has been developed. The Programme is being offered under flexible skill training mode.

(c). Nature of prospective target group of learners: Candidates who wish to seek employment in the Computer, Network and computer peripherals industry or become an entrepreneur particularly the young boys/ girls, slum dwellers, unskilled workers employed in the mechanic field, rural dwellers, unemployed youths and minorities.

(d). Appropriateness of programme to be conducted in Open and Distance Learning mode to acquire specific skills and Competence:  Apart from ODL Mode, the Programme also has been designed to offer under Flexible Skill Training mode. Computer Hardware Servicing persons are to provide networking, troubleshoot the PC and diagnose the reason and rectify the error, installation of OS, software and hardware components. To acquire Specific Skill, the Core Skills, Generic Skills and Professional Skills component are also included. 
(e). Instructional Design: The Curriculum and the Syllabi are designed by covering all the aspect of hardware servicing. The duration of the Programme is One Year and it will be offered in English Medium. Required Faculties working in the Community Colleges will handle classes for the Vocational Diploma Programme in Computer Hardware Servicing. The Programme will be delivered through Community Colleges of Tamil Nadu Open University which is having required faculties and support staff. The Credit System suggested by Distance Education Bureau i.e., 32 Credits for One Year Diploma has been assigned. Print, Audio and Video materials also will be developed for the Programme.
(f).Procedure for Admissions, Curriculum Transaction and Evaluation: The admission for the Computer Hardware Servicing Programme will be carried out through on-line by Tamil Nadu Open University and the Counselling and Practical classes will be conducted through Constituent Community College and Community Colleges of Tamil Nadu Open University. The hands on training will be provided in the Industries and mobile Lab. The evaluation will be carried by Tamil Nadu Open University consists of Continuous Internal Assessment through Spot Assignment and External Assessment through Term End Examination.

(i).Eligibility: Candidates who have passed in the 10th Standard Examinations or its equivalent as per Tamil Nadu Government Order No-163 dated 22-05-2008.

(ii).Fee Structure: Rs.4,200/- (plus Registration Charges)
 (g) Requirement of the laboratory support and Library Resources: Lab Facilities are made available in Constituent Community Colleges and Community Colleges of Tamil Nadu Open University as per requirement as given in the National Skill Development Corporation(NSDC), Qualification Pack(QP). Practical Manual developed by the Tamil Nadu Open University will be supplied to the Students apart from Self Learning Materials. Library Books are available at the Headquarters, Regional Centres and Constituent Community Colleges and Community Colleges of Tamil Nadu Open University.
(h). Quality Assurance Mechanism and Expected Programme Outcomes: Tamil Nadu Open University through its Centre for Internal Quality Assurance (CIQA) will monitor the delivering aspect of Constituent Community Colleges and community Colleges of TNOU for maintaining quality. Feedback will be collected from the Learners and success story if any will also be shared with learners. After completion of House Electrician Programme, Learner will acquire the Core Skills, Generic Skills and Professional Skills components and will be employed in the automobile Industry.

Proposed Programme Structure of Vocational Diploma in Computer Hardware Servicing
	S.No
	Course Code
	Course  Title
	Credits
	Marks Distribution

	
	
	
	
	Internal
	External
	Total

	1
	VDHS-1
	Personal Computer Organization
	4
	30
	70
	100

	2
	VDHS-2
	Computer Hardware Servicing
	4
	30
	70
	100

	3
	VDHS-3
	Trouble Shooting and Data Recovery
	4
	30
	70
	100

	4
	VDHS-P1
	Hardware and Network lab (Practical)
	4
	30
	70
	100

	5
	VDHS-P2
	Windows 200 Administration (Practical)
	4
	30
	70
	100

	6
	LCS
	Life Coping Skills
	6
	30
	70
	100

	7
	CNS
	Communication Skills
	6
	30
	70
	100

	Total
	32
	210
	490
	700


Age: 15 years and above
Duration of Programme: 1 year and maximum of 3 years

Credits: Credits in Open and Distance Learning (ODL) is nothing but study hours. The following are explanation for Credit in ODL System. 

a. One Credit would mean equivalent of 30 hours of study.

b. Learners are expected to allot 24 hours for reading the Self Learning Materials supplied by the University, 3 hours for viewing the video and listening the audio and 3 hours for writing assignments to complete one credit in ODL.

Examination System: Examination to Vocational Diploma Programme in Computer Hardware Servicing is designed to maintain quality of standard. Theory will be conducted by the University in the identified Examination Centres.  For the Spot Assignment students may be permitted to write with the help of books/materials for each Course, which will be evaluated by the Evaluators appointed by the University.

Assignment (Internal): Assignment carries 30marks, consists of descriptive type of questions for each Course (3 X 10 = 30 Marks). Learners are expected to write 10-15 pages for each assignment. Submission of Assignment is compulsory.

Theory Examination (External): Students shall normally be allowed to appear for Theory Examination by completing Practical and Assignment. The Term-End Examination shall carry Section- A, Section- B and Section- C
	Section-A
	Three out of Five Short Answer Questions [Each 3- Marks]
	3  X 3 = 9 Marks

	Section-B
	Three out of Five Long Answer Questions [Each 7- Marks]
	3 X 7 = 21 Marks

	Section-C
	Four out of Seven Essay questions of which one will be Multiple Choice Question

[Each 10-marks]
	4 X 10 = 40 Marks

	Total
	70 Marks


Passing Minimum: The passing minimum is 35 percent in the internal and external/ theory examination and overall 40 per cent for successful completion of each course.

Classification of Successful Candidate: Candidates who pass all the Courses and who secure 60 per cent and above in the aggregate of marks will be placed in the First Class. Those securing 50 per cent and above but below 60 per cent in the aggregate will be placed in the Second Class. Those securing 40 per cent and above but below 50 per cent in the aggregate will be placed in the Third Class.
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	Tamil Nadu Open University
School of Continuing Education

Chennai – 15


Name of the Programme– Vocational Diploma in Computer Hardware Servicing - Syllabus (Flexible Skill Training Mode)
	Course Title
	:
	Personal Computer Organization

	Course Code
	:
	VDHS-1

	Course Credit
	:
	4


Course Objectives
While studying the Personal Computer Organization, the student shall be able to:

· Explains the computer configuration and detail about the Motherboard

· List the external peripherals, busses and ports

· Describes the working and functions of keyboard, mouse, display device 

· Elaborates about the construction and working of the various types of printers

Course Outcomes
After completion of the Course Personal Computer Organization, the student will be able to: 

· Define the plugs, connectors and ports

· Elaborate the installation procedure of Motherboard

· List the Key board layout, mouse applications

· Describe the working of advanced level printers

Block- 1: Motherboard, Buses, Ports and Memory of a PC
Unit-1 – Motherboard
Mother Board -Components and Functions-Data Exchange in the Motherboard - Plugs, Connectors and Ports- Bootstrapping using the BIOS - Installing Peripherals- Single Board Computer- Block diagram of Motherboard - Installation of Computer System -Motherboard Installation and Upgrade Guide

Unit-2: Standard External Connectors, Buses and Ports

Standard External Connectors -How to Upgrade and Install a New Hard Drive How to Partition and Format a New Hard Drive- How to Install New Memory Modules- Installation Upgrade Guide for CD/DVD/CDRW Drives - Network Interface Card (NIC) Installation Guide - Fax/Modem Installation Guidelines - Different type of Buses- USB Hubs 

Unit-3: Memory
Floppy Disk Drive Construction and Operation- Formatted and Unformatted Capacity - Floppy Disk Interfacing and Configuration- Hard Disk Drives - Construction and Operation of the Hard Disk- Hard Disk Operational Overview - Hard Disk Connectors and Jumpers - Hard Disk Logic Board - Sense, Amplification and Conversion Circuits- Hard Disk Cache and Cache Circuitry - External Hard Disks- Removable Hard Disk Trays

Block- 2: External Peripherals of a PC
Unit-4: Keyboard
Keyboards -General Layout Issues -Standard Keyboard Layouts -Non-Standard Keyboard Layouts -Programmable Keyboards -Notebook Keyboards -Special Keyboard Features and Accessories - Integrated Peripherals -DOS Keyboard Controls -Accessibility Features (Sticky Keys, Filter Keys and Toggle Keys) -BIOS Settings 
Unit-5: Mouse

Mechanical Mice - Mechanical or Opto-Mechanical - Connectivity and Communication Protocols - Common Mouse Operations - Applications Programming Interface - Graphics Tablet (DIGITIZER) - History and Background – Operation- Uses

Block -3: Display Devices
Unit-6: CRT Display Devices
Monitors- Block Diagram of a Monitor - The Cathode Ray Tube (CRT) - Interface and Cabling - CRT Characteristics - Magnetization and Degaussing - Monitor Power and Safety - Frame Buffer Memory Requirements - Difference between TV and computer monitor - Resolution: A Key Problem in Imaging 

Unit-7: Advanced Displays
Analog Verses Digital Interfaces- Liquid Crystal Displays- Video Adapter- Video Display Standards - Monochrome Display Adapter (MDA) - Super VGA (SVGA) and Other Standards Beyond VGA- 3D Video Acceleration- Video Card Performance- The Importance of Drivers 

Block- 4: Printers and Its Working
Unit-8: Printers

Computer Printer - Printing Technology - Modern Print Technology - Obsolete and Special-Purpose Printing Technologies - Other Printers -Printing Mode-Monochrome, Colour and Photo Printers- Forensic Identification - Dot Matrix Printer - History of Printing 

Unit-9: Advanced level Printers
Inkjet Inks - Inkjet Head Design - Cleaning Mechanisms- Third-Party Ink and Cartridges - Underlying Business Model - Laser Printers - Colour Lasers- How it Works - Laser Printer Maintenance - Stenographic Anti-Counterfeiting ("Secret") Marks - Safety Hazards, Health Risks and Precautions- Centronics Interface - Signals from PC to Printer and Printer to PC- How to Connect a Printer to a Computer 
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	Tamil Nadu Open University
School of Continuing Education

Chennai – 15


Name of the Programme– Vocational Diploma in Computer Hardware Servicing - Syllabus (Flexible Skill Training Mode)

	Course Title
	:
	Computer Hardware Servicing

	Course Code
	:
	VDHS-2

	Course Credit
	:
	4


Course Objectives
While studying the Computer Hardware Servicing, the student shall be able to:

· Describe the brief history of Computer and its generations of growth

· Explain about the various components of the Hardware in the system

· Deal with BIOS/ CMOS Management

· Detail about installation of Motherboard, Printer

Course Outcomes
After completion of the Course Computer Hardware Servicing, the student will be able to: 

· Draw the block diagram of a modern computer

· Identify the components of the Hardware

· Perform the installation of Motherboard and Printer

· Conduct a self-test on the system for its running condition

Block -1: PC Hardware and Its Components
Unit-1: Overview of PC Hardware
Brief History or Computers - PC through Pentium - Evolution of the Pentium - 4 - Athlon - Athlon XP versus Pentium-4- Opteron / Athlon-64 - A Complete Line of Chips - Historical Overview - Computer Block Diagram - PC Schematic

Unit-2: Components of Hardware
Motherboard and Daughterboard- SMPS (Switched-Mode Power Supply)- Visual Display Unit- Keyboards- Mother Board- Intel 80286/80386/80486 Microprocessor Family- Intel Pentium Microprocessor Family - Motherboard Memory - BUS System Architecture

Block -2: BIOS Management and Its Components
Unit-3: BIOS/ CMOS Management
How BIOS Works - Booting the Computer - Updating Your BIOS - FLASH the BIOS - the process - Function of BIOS- BIOS Feature "Magic Dates" - BIOS Power-On Self Test (POST) -BIOS Start-up Screen- System Configuration Summary 

Unit-4: Components of BIOS
BIOS Components and Features- Extended System Configuration Data (ESCD)- BIOS Settings - Accessing CMOS Setup- Virus Protection/Virus Warning - Boot Sequence - Troubleshooting system faults using POST - BIOS Settings - Integrated Peripherals- BIOS Settings - Exit Setup - BIOS and POST codes - Troubleshoot video card- Sound Card and Speaker Troubleshooting 

Block- 3: Installations of Motherboard and Connecting the Peripherals
Unit-5: Motherboard Installation
Motherboard Comments and Function- Identification or Component Functions- Motherboard Configuring - Configuring a Board Which Uses Jumpers - Motherboard and Case Connection Procedure- External Peripheral Connection Procedure- Install the Motherboard - All-in-one Motherboards

Unit-6: Connecting peripherals and Memory
Identifying the Connectors and Cables- I/O Cables / Connectors - Motherboard Power Connectors- Add Memory Modules to Your Computer -Adding Computer Memory - Steps to Upgrade a CPU - BIOS setup program- Power on Self Test 

Block- 4: Printer Installation and PC Servicing
Unit-7: Printer Installation
Introduction to Dot-Matrix Printer - Near Letter Quality (NLD)- Dot Matrix (Impact) Printer Mechanisms - General Trouble Shooting tips- Self Test- Printer Installation - Laser Printer- Principles of Operation- Laser Printer- Interface Controller- Inkjet Printer - Impact vs. Non-impact- Inside an Inkjet Printer

Unit-8: Advance PC Servicing
Trouble Shooting – Tips- Driver Dilemmas - Common Troubleshooting Techniques and Strategies - Maintenance Troubleshooting and Methodology- Power Circuit Troubleshooting - LCD Panel Troubleshooting- Peripheral Troubleshooting - Other Function Troubleshooting - Touch Screen Troubleshooting - Determining Common Causes of Failures- Isolating Hardware Problems
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	Tamil Nadu Open University
School of Continuing Education

Chennai – 15


Name of the Programme– Vocational Diploma in Computer Hardware Servicing - Syllabus (Flexible Skill Training Mode)

	Course Title
	:
	Trouble Shooting And Data Recovery

	Course Code
	:
	VDHS-3

	Course Credit
	:
	4


Course Objectives
While studying the Trouble Shooting, the student shall be able to:

· Identify the error and the cause for the error

· Describe the essentials of DOS

· Perform Hard Disk management and configuration

· Explain the procedure of Software Installation

Course Outcomes
After completion of the Course Trouble Shooting, the student will be able to: 

· List the errors and trouble shoot the same

· Prepare the hard Disk management and configure the same

· Perform the software installation including the installation of anti-virus software

· Explain the Windows File System

Block -1: Errors and DOS Essentials
Unit-1 – Errors
Common Windows errors -DLL Errors - Stop Errors - Vxd Errors- ActiveX Errors - Desktop Operating Systems - Microsoft Windows 2000 Price - Sun Microsystems - Solaris 3 - Various - Linux review - Network Operating Systems - Overview of Windows Operating 

Unit-2: DOS Essentials
Windows Desktop Timeline - Windows Server Products History - Windows Configuration Files - An Overview of MS DOS - Working with the Files -DOS system files - DOS interface (CLI) - DOS Error Message HW124

Block -2:File System and Hard Disk Management
Unit-3: Windows File System
Understanding the FAT File Systems – FAT12- The FAT16 File System- The FAT32 File System - NTFS4 - NTFS5 - HPFS - How to Fix Hard Drive Errors- Testing For Drive Errors and Health with Check Disk- Microsoft Windows File Systems

Unit-4: Hard Disk Management
Hard Disk - Hard Disk Drive Configuration and Installation - Preparing your hard drive for Mac OS - Reassigning Drive Letters - Volume - Formatting a Hard Disk Drive - Format Hard Drive

Block- 3: Hard Disk Configuration and OS Installation
Unit-5: Hard Disk Configuration
Using Debug to Remove a Non-DOS Partition - Partition Table and Boot Sector repair with Byte Back D.RIS. - Disk Analysis- Fixboot - Partition recovery - Fixing Bad Sectors on Hard Disk- Solution to Bad Sector Problem-Low-level formatting (LLF) of hard disks- Transition away from LLF

Unit-6: Operating System Installations, Upgrades Hardware Device Driver Installation
System requirements for Windows XP operating Systems- Common Errors during Windows Vista Activation - Minimum Hardware Requirements to Install Windows 93- Microsoft's Windows 93 SE-CD Install on Blank Hard Drive - Upgrading Win98 - Device Driver - How to create and entrust a ZIP File in Windows MEJXP/2003- A hardware driver - A Network Interface Card U

Block -4:Software Installations
Unit-7: Introduction to Software Installation
Software Compatibility- Internet Explorer 7- ZIP Utilities- Hardware Requirements- How to Install Office from a Network Server - How to Install Office from a Custom CD-ROM - How to Include Office on a Hard Disk Image - Create Multiple Hard Disk Images 

Unit-8: Installation of MS Office and Anti Virus
Silent Installation - Installing MS Office 97 -Installing MS Office 2000 Professional for Windows 98/2000/XP - Installation Guide for Service Release la (Sr-la) - Installing Anti-Virus- Installing and Playing Network Capable Games- Uninstalling Windows software- How to change or remove a program in Windows XP- Virus Management

Block -5:Data Recovery
Unit-9: Data and File Recovery
Hard Disk Basics- Storing the Data- Understanding Tracks, Sectors, Cylinders- Scan Disk Error levels- Surviving Data Disasters - Creating Emergency Rescue Disk- Recovery Software - Restoring Files from a Backup- Partitioning the Hard Drive using FDISK - Repairing a Macintosh Diskette- Recovering Files from a Macintosh Diskette - Desperate Measures -- Directory Errors and Physical D - Common Types of Data Loss - Disk Defragmenter Utility 

Unit-10: Windows Registry and Disk Image/ Cloning
What is the Registry- The Structure of the Registry - Importing and Exporting Registry Settings- Maintaining the Registry - Preventing registry backup failures - Solving Registry entry conflicts - Field of the invention- Disk Cloning -Issues to consider before cloning a drive-How to prepare for disk cloning- System Disk Cloning- Disk Cloning Using GHOST - Disk Cloning Software
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	Tamil Nadu Open University
School of Continuing Education

Chennai – 15


Name of the Programme– Vocational Diploma in Computer Hardware Servicing - Syllabus (Flexible Skill Training Mode)

	Course Title
	:
	Hardware and  Network Lab

	Course Code
	:
	VDHS-P1

	Course Credit
	:
	4


i. Hardware 

1. Intro, passive elements, transistors, gates 

2. Boolean algebra and combinational logic

3. Logic minimization Lab 

4. Programmable and steering logic

5. Arithmetic Lab 

6. Sequential logic design 

7. Design of Finite State Machines (FSMs)

8. Sequential Circuits

9. Memory and bussing 

10. Instruction Set Architecture (ISA) design 

11. FSM Design

12. Machine performance Problem

13. Datapath Design and Pipelining 

14. Memory Systems

ii. Network

1. LAN Switching

2. Virtual LANs

3. LAN Design

4. Routing Protocols

5. Access List Overview

6. IPX Routing Overview

7. WANs

8. WAN Technology

9. WAN Devices

10. How WANs relate to the OSI Model

11. WAN Encapsulation Formats

12. WAN Link Options
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	Tamil Nadu Open University
School of Continuing Education

Chennai – 15


Name of the Programme– Vocational Diploma in Computer Hardware Servicing - Syllabus (Flexible Skill Training Mode)

	Course Title
	:
	Windows 2000 Administration

	Course Code
	:
	VDHS-P2

	Course Credit
	:
	4


1) Installing and Configuring Active Directory
· Install forests, trees, and domains.

· Create sites, subnets, site links, and connection objects.

· Configure server objects. Considerations include site membership and global catalog designation.

· Transfer operations master roles.

· Verify and troubleshoot Active Directory installation.

· Implement an organizational unit (OU) structure.

2) Installing, Configuring, Managing, Monitoring, and Troubleshooting DNS for Active Directory
· Install and configure DNS for Active Directory.

· Manage, monitor, and troubleshoot DNS.

3) Configuring, Managing, Monitoring, Optimizing, and  Troubleshooting Change and Configuration Management
· Implement and troubleshoot Group Policy.

· Manage and troubleshoot user environments by using Group Policy, Install, configure, manage, and troubleshoot software by using Group Policy.

· Manage network configuration by using Group Policy.

· Configure Active Directory to support Remote Installation Services (RIS).

4) Managing, Monitoring, and Optimizing the Components of Active Directory
· Manage Active Directory objects.

· Monitor, optimize, and troubleshoot Active Directory performance and replication.

· Back up and restore Active Directory.

5) Configuring, Managing, Monitoring, and Troubleshooting Security in a Directory Services Infrastructure
· Apply security policies by using Group Policy.

· Create, analyze, and modify security configurations by using the Security Configuration and Analysis snap-in and the Security Templates snap-in.

· Implement an audit policy.

· Monitor and analyze security events.

6) Introduction to windows XP

· Managing User Logons 

· Managing File and Print Resources 

· Managing Network Configuration 

· Configuring the User Environment 

· Supporting Remote Access Users 

· Supporting Mobile Users 

· Securing Data with File Encryption 

· Optimizing Disk Usage 

· Optimizing System Performance 

· Managing System Hardware 

· Safeguarding the System 

· Recovering from System Problems
· Installing Windows XP Professional
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	Tamil Nadu Open University
School of Continuing Education
Chennai – 15


Life Coping Skills (LCS) and Communication Skills (CNS)-Core Course for all Vocational Diploma Programmes

Life Coping Skills and Communication Skills have been included to help the students to understand the meaning of life and to understand the meaning of relationship and how we communicate in every day life.

Examination System: Examination to Life Coping Skills and Communication Skills are designed to maintain quality of standard. Theory will be conducted by the University in the identified Examination Centres.  For the Spot Assignment students may be permitted to write with the help of books/materials for each Course, which will be evaluated by the Evaluators appointed by the University.

Assignment (Internal): Assignment carries 30 marks, consists of descriptive type of questions for each Course (3 X 10 = 30 Marks). Learners are expected to write 10-15 pages for each assignment. Submission of Assignment is compulsory.

Theory Examination (External): Students shall normally be allowed to appear for Theory Examination by completing Practical and Assignment. The Term-End Examination shall carry Section- A, Section- B and Section- C

	Section-A
	Three out of Five Short Answer Questions [Each 3- Marks]
	3  X 3 = 9 Marks

	Section-B
	Three out of Five Long Answer Questions [Each 7- Marks]
	3 X 7 = 21 Marks

	Section-C
	Four out of Seven Essay questions of which one will be Multiple Choice Question
[Each 10-marks]
	4 X 10 = 40 Marks

	Total
	70 Marks


Passing Minimum: The passing minimum is 35 percent in the internal and external/ theory examination taken together for successful completion of each course.
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	Tamil Nadu Open University
School of Continuing Education
Chennai – 15


Name of the Course – Life Coping Skills - Syllabus (Flexible Skill Training Mode)

	Course Title
	:
	Life Coping Skills

	Course Code
	:
	LCS

	Course Credit
	:
	6


(1).Life Coping Skills : The main objectives of the Life Coping skills is to understand the meaning of life and its challenges, provide skills and knowledge needed to cope with life’s problems and challenges, develop a positive attitude, train to be successful and useful citizens through positive thinking, cope with criticism, failure, anger, loneliness, physical and verbal abuse, improve self-esteem, manage time and stress, develop  one’s personality to its full potential, help the students to become team players, develop personal skills and to provide skill problems solving and decision making. 

Block- 1-Self Skills
Unit-1: Self Skill – I

Meaning and Process of Coping- Restructuring the Life Story - External and Internal Influences in One's Life - Messages: Positive and Negative - Life Illustrations - Self Esteem - Self Concept - Self Acceptance - Self Actualisation- Personality Development
Unit-2: Self Skill – II

Positive Thinking - Goal Setting - Problem Solving - Decision Making 

Block- 2: Social and Leadership Skills
Unit-3: Social Skills
Social Skills- Motivation- De-motivating Factor- Meaning and Attitude to Success- Time Management -The Management of Time is the Management of Life - How to gain an extra mile every day- Tips for Time Management - Stress Management 

Unit-4: Leadership Skills

Emergence of a Leader -Characteristics of Leadership -Various kinds of Leaders -What should Leader do- The Moulding of a Leader - Characteristics of a Successful Leader- Team Work - What is it like work in a Team- What is Team Learning

Unit-5: Coping Skills – I

What is Shyness- How to Overcome Shyness- Tips to Overcome Shyness - Coping with Loneliness-Finding Ways to Change the Feelings of Loneliness-Overcoming Loneliness - Tips to Overcome Loneliness- Coping with Depression - Coping with Fear- Coping with Anger and Verbal Abuse -Verbal Abuse- Coping with Failure - Coping with Criticism

Unit-6: Coping Skills – II

Coping with HIV – AIDS- Coping with Alcoholism - Tobacco and Smoking - Coping with Substance Abuse 

Block -4: Managerial and Entrepreneur Skills
Unit-7: Managerial Skills
Coping with Conflict- Conflict can be Constructive or Destructive- Constructive Nature of Conflicts- What are the Strategies for Managing Conflicts- Tactics of Conflict Management- Coping with Change- Twelve Steps to Implement Change 

Unit-8: Entrepreneur Skills

Career Guidance - Career Planning- Preparation for Employment- Looking for Opportunities - Preparation for the Interview - Work Environment - Thriving in Today's Work Environment .
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	Tamil Nadu Open University
School of Continuing Education
Chennai – 15


Name of the Course – Communication Skills - Syllabus (Flexible Skill Training Mode)
	Course Title
	:
	Communication Skills

	Course Code
	:
	CNS

	Course Credit
	:
	6


(2).Communication Skills: The main objectives of the Communication Skills is to introduce to the students the process and kinds of communication, train the students to code and decode communication effectively, explain the various interpersonal skills required to interact with others and make the students understand the meaning of relationship and how we communicate in every day life.

Block -1: Communication
Unit-1: Introduction to Communication
Communication concept- Process of Communication- Elements of Communication- Types of Messages- Types of Communication- Speech- Different Types of Verbal Communication-Effective Communication-Interpersonal Communication- Communication as Skilled Behaviour-Social Skills Model- Social Skills Model to Interpersonal Communication-Implications of the Approach-Components of Interpersonal Skills-Characteristics of a Good Conversation-Hints for Inter-Personal Relation-Ship

Unit-2: Effective Communication

Definition of Effective Communication- Common Forms of Communication- The Positive Value of Good Communication- Guidelines for Effective Communication- Review Questions- Three Principles of Communication- Communication Strategies
Block- 2:Situational and Behavioural Communication
Unit-3: Situational Language

 Greeting and Introducing- Inviting Someone and Making Requests- Offering Help and Seeking Permission- Asking for Advice and Expressing Gratitude-Asking whether Someone Remembers- Persuading, Complimenting and Congratulating- Expressing Sympathy- Complaining and Apologising- Making Suggestions and Warning Someone- Asking for Excuse and Ending a Conversation- Asking for Information and Someone's Opinion- Asking if someone is sure and to Say Something Again- Checking that you have understood- Asking whether someone knows- Asking About Possibility and Preference- Requesting Someone- Asking if someone Agrees- Asking if someone is Obliged to do something- Some Useful Expressions- Different Models of Situational Conversations
Unit-4: Behavioural Communication

Effective Criticism Made Easy: Basic Rules for Delivering-Negative Feedback to Others- Before Delivering to Negative Feedback- While Delivering Negative Feedback- After Delivering Negative Feedback
Block -3: Types and Modes of Communication
Unit-5: Modes of Communication
Group Discussion- Importance of Group Testing- Factors that Contribute to Group-Worthiness- Guidelines for Group Discussion- Factors that Matter in a Group Discussion- Important Parameters in Group Discussion- Types of Groups- Speech- Speech Distractions- Five ways to make your Audience Sit Up- Successful Public Speaking- Drafting a Speech- Major Pitfalls in Public Speaking-  Body Language- The Constituents of Body Language

Unit-6: Leadership and Team Communication

Definition of a Leadership- Types of Leadership- Shared Leadership- Ten Principles for Leadership Communication- Styles of Leadership- Team Communication- Achieving Effectiveness through Team Communication- The Components of Communication- Characteristics of Highly Cohesive Teams

Block- 4:Interview Skills and English Language
Unit-7: Interview Skills
 Interview Defined- Kinds of Interviews- Preparation for a Job Interview- Telephonic Interview- Preparation  for a Telephonic Interview- Speaking to Foreigners- Success in Interview-Ten Most Frequently Asked Questions- Inter Whew- Inter Phew

Unit-8: English as Spoken and Written Language

Simple Sentence- Word Order- Modals- Passive Voice- Letter Writing-An Informal Letter-Formal Letter-Personal Letters- Official Letters- Paragraph Writing- Essay Writing- Types of Essay- Prose Comprehension- Poetry Comprehension- Precise Writing- Dialogues.
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