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INTRODUCTION

1. Moral values comprise of qualities relating to character and conduct which constitute
personal individuality. Individuals with high moral values are the conscience of society.
The strength and the entire fabric of an organisation depends upon individual character of
its troops and leaders. Character gives us the qualities of proved honour, rectitude and
consistency and these command the confidence and respect of all. Moral values, thus, are
the aggregate of the following qualities:-

@) Integrity.

(b) Honour and dependability.

(c) Sense of responsibility towards others and to the country.
Al
2. The aim of this lesson is to provide an insight to Cadets in developing moral values

and to serve as a constant reminder of their professional and moral obligations to the
society.

Moral Values

Happiness IR




PREVIEW LEARNING OBJECTIVES
The lecture will be conducted in the » Aspects and effectiveness of moral
following parts: - values
(a) Partl : Aspects of Moral Values. » Character development
(b) Part Il : Character Development. » Moral values and character traits in
practical life
(c) Part lll : Moral Values and Character
Traits In Practical Life

PART | : ASPECTS OF MORAL VALUES

3. Morals and Ethics: Definitions and Differences.
€) Morals.
0] Definition. Morals refer to the

(b)

DID YOU KNOW?

beliefs and values that individuals hold
about what is right and wrong. These are
often shaped by cultural, religious, and
personal experiences. > Build Character

> Help to Tell Right From
Wrong

That Moral Values.....

(i) Nature. Morals are subjective and
can vary significantly between different
people and cultures. They often guide | » Determine our Behaviour
personal behaviour and decision-making. » Counter Bad Influence
Ethics. From Peers

» Boost Self-Confidence
» Help Cope With Difficult

Situations

0] Definition.  Ethics refers to a
systematic framework for determining
what is right and wrong, often in
professional or societal contexts. It
involves the study of moral values and rules.

(i) Nature. Ethics is typically more objective and universal than morals,
often codified in professional guidelines or societal laws. It provides a
structured approach to addressing complex dilemmas.

(i)  Examples. In a business context, ethical guidelines might include
principles like transparency, integrity, and accountability. For instance, a
company might have an ethical obligation to ensure fair labour practices.
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(c) Key Differences.
(1) Subjectivity _vs Objectivity.
. . ETHICS Right Mora"ty
Morals are personal and subjective, p s
i i ) Socletal Wean Individual
while ethics are often more universal Perspective Ll FPerspective
and objective.
(i) Individual __vs _ Collective.
Morals are individual beliefs, while ethics tend to reflect collective standards
within a society or profession.
PART Il : CHARACTER DEVELOPMENT
4. Character. The crown and glory of life is character. It is the proudest possession

of any person. It is a formal statement of the qualities of a person. Character cannot be
thrust upon; it must be inborn. “A man should be upright not be kept upright” is a famous
guote. There must be no let up or slacking of any of the qualities that make up character,
for remember, we are always under critical observation.

5. Character Traits. These are defined as the individual qualities or attributes that
make up a person's overall character. Certain character commandments have been listed
below and their observance will go a long way in inculcating a sense of propriety and moral
uprightness in you all:-

» Speak Truth » Set an example
» Be Honest » Sense of Responsibility
» Keep your word » Self-sacrifice
» Own up make your » Be Impartial
mistake ¢== Character Traits === > Discipline
» Be your own judge
> Do)rllotseek cJ:heip - Do 3./our dUt)./
popularity » Put in sustained efforts
> Resist temptation - el CEurEgE

@ Speak the Truth. The consequences of speaking a lie are enormous and
irretrievable. A lie once told has a snowballing effect.

(b) Be Honest. When you talk of honesty, it means total honesty. Honesty in
thought, word and deed.

(© Keep your Word. Make it a point of honour that you keep your word once it is
given. Your colleagues and superiors will soon recognize this and respect you for it.
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(d) Own Up Your Mistake. A leader must have the moral courage to admit his
mistakes, however unpleasant the repercussions. “Always take a little more than your
share of blame, a little less than your share of credit. ”

(e Be Your Own Judge. Be honest even when you are not under supervision, for it
is then you will be under the critical eye of the men you command. You will lose your own
self-respect, if you do something wrong because you are not under observation.

® Do Not Seek Cheap Popularity. Confucius has said, “The wise man is informed
on what is right, the inferior man is informed on what will pay”. It is only the inferior man
who has consequently to seek cheap popularity; a man of character is automatically loved
for his qualities of honesty, self-sacrifice and attention to duty.

(9) Resist Temptation. Only the very immature succumb to the temptations of
immediate pleasure. Always live within your means and never covet what you cannot
afford or what does not rightfully belong to you.

(h) Set an Example. By doing this, you inspire others to emulate you. You should
not do things, which you do not expect others to do. There should be no double
standards and strict conformity between what you say and what you do. Do not abuse
your privileges and misuse stores and equipment placed in your care.

) Sense of Responsibility. Seek responsibility and take responsibility for your
actions.

(k) Self-sacrifice. The interests of your country and your colleagues must be above
your own, all the time. Field Marshall Slim has very aptly said, “If you have the qualities of
self-sacrifice, your juniors will follow you not only in good times, but in bad times, too. ”

()] Be Impartial. Be just and impartial in all your dealings with your subordinates.
Have no favourites, nor must you victimize any subordinate.  Never be prejudiced
because of caste, creed, race or gender.

(m) Discipline. Your personal discipline should be exemplary and it should be
enforced strictly. Be disciplined in all you do, whether on parade or off parade. You will
never be obeyed unless you obey yourself. Never compromise your orders — it is better
to cancel them.

(n) Do Your Duty. This also means carrying out orders even when you disagree with
them or when conditions are difficult. It also means doing one’s best without
considerations of reward or recognition.

(0) Put in Sustained Effort.  Anyone can put in effort to accomplish a task when
not under strain and for a short period. A man of honour strives to carry it out under all
conditions, always. Sustained effort is an aspect of dependability. Do not waste an
instant.

(P) Moral Courage. Have the courage to call a spade a spade, but do not be
obstructive just for the sake of not being called a “yes man”.

NE
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PART Il : MORAL VALUES AND CHARACTER TRAITS IN PRACTICAL LIFE

6. Moral values consist of acts, well and honourably | » Some Ways to Inculcate
performed. Our habits, behaviour and conduct are Moral Values &

reflections of our values. A cadet must conduct himself/
herself such that his/ her personal habits are not open to
censure. Tendencies toward selfishness and self-
indulgence in luxuries not available to everyone in e Practice empathy
general are to be strictly avoided.

Character Traits:-
e Be arole model

e Be respectful
7. Uprightness. Be morally straight and upright.

Like loyalty, this is one quality in which there can be no
compromise. This is one quality which directly affects

e Be compassionate

e Have integrity

the level of trust people will have in us, and trust once e Make ethical decisions
lost, is never recovered. o Speak the truth
8. Chivalry and Gallantry. Chivalry means bravery e Treat others well

and courtesy while Gallantry refers to bravery and firm
unshaken courage. Gallantry and chivalry collectively imply the courage to stand up for our
cherished ideals, protect the weak & the oppressed, and to subordinate one’s
self-interests in favour of those of society at large.

9. Loyalty. Loyalty is the quality of faithfulness to the society, country, army, unit,
seniors, subordinates and colleagues. Every action of yours must reflect loyalty to your
command and to your superiors, for loyalty is a two-way traffic, equally applicable to the
giver and the receiver.

10. Self-Respect. Before we expect to be respected by others, we must learn to
respect ourselves. It is the result of staying true and uncompromising to our values. The
more we engage in behaviour aligned with our beliefs and values, the more self-respect we
generate. Negative actions like cheating, stealing, engaging in anti-social vices,
unfaithfulness, gaining advantages at the expense of others, all lead to loss of self-respect.
In order to earn self-respect, certain

essential aspects have to be practised.
a " RESPECT

These are:; - g o J& OTHERS  opcve &2

PATIENT OTHERS &~

(@) Proper and courteous ./

behaviour. , ' NEVER
‘ - \5 HURT .
LOYALTY . ANIMALS

(b) Respect to elders, peers and S

subordinates. n /

(c) Leading a honest life and -
observing the laws of the land. _,

- ﬂib.

(d) Self-control and temperance in behaviour and language at all times.
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CONCLUSION

11. The observance of these qualities will help in enhancing moral values, develop
character traits and serve as a guide to be correct, fair & just in performance of duties. The
basic qualities of honesty, self-sacrifice and devotion to duty are inherent to real leadership.
A person of high moral values and character shines like a candle; keep this candle lit so
that the others can follow you.

HIGHER ORDER THINKING SKILLS (HOTS)

» You are an NCC Cadet tasked with organizing a major event for your unit. During
the preparation, a senior cadet has asked you to overlook some minor safety
violations in order to ensure the event runs smoothly and is on schedule. The
senior cadet assures you that "no one will notice,” and the event is crucial for
maintaining unit’s reputation. How will your sense of integrity guide your decision-
making in this scenario?

SUMMARY

» Morals refer to the values that individuals hold about what is right and wrong. These
are shaped by our beliefs, personal experiences and societal factors.

» Ethics are guidelines established by communities or specific groups outlining
acceptable and unacceptable actions or behaviours.

» Character traits are defined as the individual qualities or attributes that make up a
person. Important principles like truthfulness, honesty, staying true to one’s word
and self-sacrifice are essential components of a leader's character.

» True leadership is not about seeking recognition or popularity, but about embodying
qualities like moral courage, fairness, and a commitment to duty.

» Leaders always lead by example and take responsibility for their actions. Ultimately,
leaders of high moral character inspire others and earn respect through actions that
align with their values.
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ASSESSMENT EXERCISE

Multiple Choice Questions

Q1. Which of the following is NOT a moral value discussed in the lesson?
(@) Integrity (b) Fairness
(©) Selfishness (d) Responsibility
Q2. What is the definition of ethics according to the lesson?
€) Personal beliefs about right and wrong
(b) A framework for determining right and wrong in professional contexts
(c) The study of moral values
(d) A set of cultural traditions
Q3. Which of the following is a key ingredient of integrity?
(@)  Self-interest (b)  Justice
(c) Deceit (d) Laziness

Q4. Which concept involves subordinating one's personal interests for the greater
good of society?

@) Self-respect (b) Self-sacrifice
(c) Loyalty (d) Integrity

Q5. What does the lesson suggest about “keeping your word”?
@) It is optional depending on the situation
(b) It is a point of honour and builds respect from others
(c) It is not necessary if it's inconvenient
(d) It should only be kept if it brings personal gain

Q6. What is the main role of a leader in terms of moral courage?
(@) To avoid difficult decisions
(b) To conform to popular opinions
(©) To stand firm in doing what is right, even when difficult
(d)  To seek recognition for decisions

Q7. Which of the following best describes chivalry as discussed in the lesson?
(@)  The quality of politeness and respect in social settings
(b) Bravery and courtesy in combat and service

(©) Pursuit of personal glory and recognition
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Q10.

Q11.

Q12.

Q13.

Q14.
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(d) Strict adherence to laws and regulations

Which of the following is NOT a recommended action for earning self-respect?
@) Respecting elders and subordinates

(b) Breaking laws for personal gain

(c) Leading a disciplined life

(d) Controlling behaviour and language

Which of the following is an example of self-sacrifice?

€) Prioritizing personal success over the well-being of others
(b) Protecting the weak and oppressed, even at personal cost
(c) Seeking popularity and approval from others

(d) Ignoring the needs of society for personal pleasure

What does moral courage involve?

(@)  Always agreeing with authority

(b) Calling out wrongdoings and standing by the truth

(c) Avoiding conflict at all costs

(d) Ignoring personal convictions for convenience.

What are qualities of Chivalry?

€) Bravery (b)  Justice

(c) Courtesy (d) Botha & ¢

What is an essential aspect of self-respect?

(@) Self-control in behaviour and language at all times.

(b)  Self-sacrifice

(c) Sense of humour

(d)  Spirituality

Morals can be shaped by:-

(@) Cultural experiences. (b) Religious experiences.
(©) Personal experiences. (d) All of the above
What is moral courage?

(a) To follow all rights and wrongs

(b)  standing firm in doing what is right

(c) doing wrong
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(d) raise your voice
Q15. How to inculcate moral values in practical life?
(@)  With courage (b) Be a role model
(b) Self-Discipline (d) Courtesy

Short Answer Questions

Q1. What are the key moral values discussed in the lesson?

Q2. Define the term integrity as mentioned in the lesson.

Q3. How does self-respect contribute to an individual’s character?
Q4. Why is loyalty considered a two-way traffic?

Q5. How can discipline impact your performance as a cadet?

Long Answer Questions

Q1. Explain the differences between morals and ethics. Provide examples of both in
personal and professional life.

Q2. Discuss the concept of integrity and explain why it is considered an essential quality
for leadership. Include its key ingredients such as honesty, selflessness, and justice.

Q3. Describe the qualities of a good leader as outlined in the lesson. How do these
gualities help in the development of both moral values and character?

Q4. What is character development? Discuss how following certain commandments like
“speak the truth” and “be honest” can help in building a strong character.

Q5. Elaborate on the importance of loyalty in leadership. How does it contribute to the
cohesion of a group or organization?
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MORAL AND ETHICS (SD/SW)
CHAPTER ME 1l : HONESTY AND INTEGRITY

TEACHING INSTRUCTIONS

Period : One (01)

Type : Lecture

Year : 1% Year SD/SW
Conducting Officer : Associate NCC Officer
Training Aids : Script/Lesson Plan; Computer, OHP, Screen,
Board, Markers, Display Charts.

Time Plan

e Introduction . 03 Mins

e Partl : 10 Mins

o Partll ;12 Mins

e Partlll : 12 Mins

e Conclusion : 03 Mins
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INTRODUCTION
1. Honesty and integrity are two of the most desirable qualities of leadership.
Al
2. To foster among cadets the importance of Honesty and Integrity.
PREVIEW LEARNING OBJECTIVES
This lecture shall be conducted in » Understanding Honesty and Integrity
following parts:- » The Role of Honesty in Relationships
. > i
(@) Partl : Honesty and its Importance. The Importance of Integrity
» Honesty vs. Integrity
(b) Partll : Integrity and its Importance. > Expectations from an NCC Cadet
() Partlll : Expectations from an NCC » Applying Ethical Values in Leadership
cadet. » Commitment to the NCC Code of
Conduct
PART | : HONESTY AND ITS IMPORTANCE
3. Honesty. Honesty is the quality of being truthful, sincere, and free from deceit in our

dealings with others. It involves not only telling the truth but also being genuine in one's
actions and intentions. It is one of the most important character traits of an individual which
has following positive outcomes:-

4. Fostering Trust.

@) Foundation of Relationships. Honesty is a cornerstone of trust in any
relationship, whether personal or professional. When individuals are honest, they
create a safe space where others feel secure and valued.

(b) Consistency in Behaviour. Honesty leads to consistent actions, allowing
others to predict how someone will behave, which further enhances trust.
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Strengthening Interpersonal Connections.

(@ Open Communication. Honest
communication encourages openness. When
people feel they can speak freely without fear of
judgment or dishonesty, it leads to deeper and
more meaningful connections.

(b) Conflict Resolution. Honesty allows for
the addressing of issues and conflicts directly.
By being truthful, individuals can tackle problems
more  effectively, leading to  healthier
relationships.

Enhancing Reputation.

€) Dependability. Honest individuals often
gain a reputation for reliability and dependability.
This positive perception can lead to increased
respect and admiration from others.

(b)  Professional Success. In the workplace,
honesty fosters a positive culture. Employers
and colleagues are more likely to trust and

collaborate with those who are known for their reliability.

DID YOU KNOW?

Contrary to the popular
perception that business
and ethics don’t mix, one of
India’s biggest IT companies
built its foundation on
Honesty and Inteqgrity.

As a policy, the company
never paid bribes to secure
any contract.

It was among one of the first
Indian companies to start
publishing full transparent
financial disclosures setting
a precedent of honesty.

The company also has an
internal mechanism to report
unethical behaviour, thus
promoting honesty among
the employees.

Encouraging Accountability. Honesty encourages individuals to take responsibility

sincerity and the willingness to own up to mistakes.

8.
which fosters genuine connections.

This accountability strengthens relationships, as others appreciate

Promoting Authenticity. Honesty allows individuals to be their authentic selves,

others who appreciate them for who they are.

When people are true to themselves, they attract

PART Il : INTEGRITY AND ITS IMPORTANCE

Integrity - Concept and Significance

9.
in relation to ourselves.

If honesty is manifested in our dealings with others, integrity is more primary and is

In essence, it is ‘honesty with oneself’ and involves consistency in

actions, values, and principles with regards to one’s ethical beliefs. A person with integrity
acts according to his/her values irrespective of external factors.
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Key Components of Integrity. Are as under:-

@) Honesty with Oneself. Staying true to
identity and values of self.

(b) Doing what is right. Following the right path
and doing one’s duty, what the ancient Indian texts
use to describe as following one’s dharma (implying
duty, not to be confused with religion),meaning
doing what one is supposed to do and taking the
rightful action in any given circumstance.

(b) Consistency. Adhering to moral and ethical principles consistently across all
situations, rather than selectively based on convenience.

(c) Self-Respect. Staying true to our values, especially in testing times,
determines our self-respect which in turn defines our sense of self-worth and self-
belief. Lack of respect in our own eyes cannot be made up by the respect we may
get from others.

(d) Courage. Having the bravery to stand up for what is right, even in the face of
adversity or pressure.

(e)  Accountability. Taking responsibility for one’s actions and decisions, and
being willing to accept the consequences

Importance of Inteqgrity.

(a) Bedrock of Honesty. Integrity is the foundation stone of honesty. Staying true
to our inner self reflects in our relationship with others and external environment.
Higher the degree of integrity, more unshakeable will be our honesty.

(b) Credibility. A reputation for integrity enhances personal and professional
credibility. People with integrity are often respected and admired, leading to better
opportunities and relationships.

(©) Trust Building. Integrity fosters trust in relationships, whether personal or
professional. When others know that a person acts with integrity, they feel secure
and are more likely to rely on that individual.

(d) Inspirational Effect. Individuals who demonstrate integrity can inspire others
to act similarly. Their behaviour sets a standard for those around them, encouraging
a culture of honesty and ethical conduct.

(e) Decision Making. Integrity serves as a guiding principle for making ethical
decisions. It helps individuals navigate complex situations by providing a clear
framework for evaluating choices.




15 -

TY & pisciPL!

)] Self-Worth. Living with integrity contributes to a sense of self-worth and
personal satisfaction. Individuals who act in alignment with their values tend to
experience greater fulfilment and inner peace.

Difference Between Honesty and Inteqrity

12. The terms of honesty and integrity are often used
interchangeably but, as explained, there is a basic
difference. Honesty comes into play in our dealings and
transactions with others while integrity represents our
dealings with the self. It is doing the right thing

irrespective of the circumstances.

13. Example. To understand this with an example, if you are tasked to be on a sentry
duty on a chilly night during a camp and you are found to be active and alert by any official
coming for duty-check, you will be considered to be doing your duty very ‘honestly’. Your
‘integrity’ in doing the same duty though will be tested when you know no one is going to
come to check you, so there is neither any fear of being caught sleeping nor hope for any
appreciation for doing it properly. It is said that ‘Character is, what we are in the Dark’,
meaning our real self surfaces when we think we are not under watch. Staying true to your
duty in such scenarios, is the real test of life you must aim to pass.

14.  So integrity is doing what is right without any fear or apprehension of being
checked, without expectation of name & fame or the lure of award/reward. This is
what makes it a bigger virtue than honesty and something to strive for to the highest
degree. Integrity in its true sense necessitates detachment from all external
considerations, positive or negative. Where integrity is there, honesty automatically
follows. The opposite is not necessarily true.

INTEGRITY

21 OCT - 0030 HRS 24 OCT - 0130 HRS

NE
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PART IIl : EXPECTATIONS FROM AN NCC CADET

15. The National Cadet Corps (NCC) in India is a youth organization that promotes
discipline, leadership, and character building among young citizens. Here are some key
expectations, rules, and regulations that govern the conduct and behaviour of NCC cadets:-

16. Integrity and Honesty.

@) Integrity. Cadets must aim to have impeccable standards of integrity. This
one quality alone will pave the way for most other desirable qualities. Stick to saying
and doing ‘what is right’, no matter the circumstance or opposition.

(b) Honesty. With unwavering integrity as a base, steadfast honesty will
automatically manifest in our dealings with others. That will help make us a
trustworthy and credible leader.

17. Dress Code.

@) Uniform. Cadets are required to wear their uniforms correctly and maintain a
smart turnout.

(b) Personal Hygiene. Cadets should maintain high standards of personal
hygiene and grooming.

18. Participation.

(@) Active Engagement. Cadets are expected to participate actively in all
training programs, camps, and events organized by the NCC.

(b) Team Spirit. Cooperation and teamwork are essential, and cadets should
work harmoniously with fellow cadets.

19. Behaviour.

@) Positive Attitude. Cadets should exhibit a positive attitude, willingness to
learn, and commitment to the values of the NCC.

(b) Discipline. Cadets are expected to be punctual and attend all training
sessions, parades, and events on time. Cadets must also follow the orders and
instructions of their superiors and appointments.

(c) Respect and Courtesy. Treat people with respect and you will get paid back
in the same coin. Use of polite language and due courtesy helps build cordial
interpersonal relations.

20. Health and Fitness.

(@) Physical Fitness. Cadets are encouraged to maintain physical fithess
through regular exercise and participation in sports and physical training.




o

Uity g piscipLINF

17

(b) Substance Abuse. The use of drugs, alcohol, or any harmful substances is
strictly prohibited.

21. Community Service. Social Responsibility: Cadets should engage in community
service and contribute positively to society, reflecting the values of leadership and service.

22. Communication.

@) Reporting Structure. Cadets must adhere to the reporting hierarchy for any
grievances or issues, addressing them through the proper channels.

(b) Feedback. Constructive feedback is encouraged, and cadets should be open
to receiving and giving feedback in a respectful manner.

23. Respect for Rules.

(@) Adherence to NCC Guidelines. Cadets are expected to follow all NCC
guidelines and regulations laid down by the organization and their respective units.

(b) Legal Compliance. Cadets must comply with all laws and regulations of the
country and uphold the dignity of the NCC.

CONCLUSION

24. Integrity and honesty are essential qualities for building trust and strengthening
interpersonal relationships. Integrity creates a foundation and paves the way for honesty
and ethical behaviour, which further fosters trust and strengthens connections. By
embracing these values, individuals lead more authentic lives, positively impacting both
themselves and their communities. NCC cadets, in particular, are expected to embody
integrity, honesty, discipline, respect, and leadership, contributing to personal growth and
becoming responsible & capable citizens.

HIGHER ORDER THINKING SKILLS (HOTS)

> You are a cadet assigned to a leadership position during an NCC camp. One
evening, while on duty, you notice that your best friend, who is supposed to be
on night duty, is clearly asleep and not performing his duty. However, no one
else has witnessed this. What action will you take?
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SUMMARY

» Integrity is in relation to the self and Honesty manifests in our dealings with others.
» Integrity is saying and doing ‘What is right’, irrespective of external circumstances.

It is a liberating virtue which keeps one on the correct path without any
apprehension or temptation.

Integrity guides ethical decision-making and upholds moral principles, even under
pressure or challenging circumstances.

Impeccable Integrity leads to unshakeable honesty.

Honesty involves truthfulness, fairness and transparency in our dealings with
others.

Honesty fosters trust, accountability, and authenticity in interpersonal and
professional environments. It enhances reputation and supports personal growth.
Both honesty and integrity are essential for building trust, reputation, and positive
influence.

NCC cadets are expected to be epitome of integrity & honesty.

Key expectations include discipline, mutual respect, teamwork, sense of service
and adherence to rules.

Embodying these values leads to personal development and strengthens the
society, ensuring cadets become responsible citizens who uphold the dignity of the
nation.
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ASSESSMENT EXERCISE

Multiple Choice Questions

Q1.

Q2.

Q3

Q4.

Q5.

Q6.

Q7.

What is the primary aim of the lecture discussed in the introduction?
(@) To teach leadership skills

(b)  To foster among cadets the importance of honesty and integrity

(©) To discuss the history of the NCC

(d)  To explain military strategies

Which of the following is a component of honesty?

(@  Accountability (b) Consistency

(c) Trust-building (d) Respect for self

. What does honesty primarily involve?

(a) Following the right path

(b) Being truthful, sincere, and free from deceit

(c) Valuing oneself

(d)  Taking responsibility for one's actions

How does honesty contribute to relationships?

@) By causing conflicts (b) By fostering trust

(c) By encouraging secrecy (d) By creating fear

Which of the following is not a key component of integrity?

@) Courage (b)  Accountability

(c) Consistency (d) Deception

What is the difference between honesty and integrity?

@ Honesty is based on personal beliefs, while integrity is about external interactions
(b) Honesty is about self-identity, while integrity is about dealings with others

(©) Honesty relates to relationships with others, while integrity comes from self-
identity

(d)  There is no difference between honesty and integrity
What role does integrity play in making decisions?
@) It serves as a guide for ethical decision-making
(b) It encourages personal gain in decision-making

(©) It ensures decisions are based on emotions
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(d) It leads to unethical choices
Q8. According to the text, which is not an expectation of an NCC cadet?
@) Punctuality
(b) Disrespect towards peers
(c) Participation in training programs
(d) Maintaining physical fithess
Q9. What is expected of cadets in terms of conduct?
(&) To use force in resolving conflicts
(b)  To show respect and courtesy towards seniors and peers
(c) To challenge orders from superiors
(d)  Toignore the rules and guidelines

Q10. Which of the following is an expectation related to the health and fitness of an
NCC cadet?

@) Maintaining personal hygiene
(b) Using substances like alcohol
(c) Regular physical exercise and sports participation
(d) Ignoring physical fitness

Q11. What should NCC cadets do if they have grievances?
@) Ignore the issue
(b) Report them through the proper channels
(©) Discuss them publicly
(d) Keep them to themselves

Q12. How does integrity affect an individual’s reputation?
@) It leads to negative perceptions
(b) It enhances personal and professional credibility
(©) It makes people dislike the individual
(d) It has no impact on reputation

Q13. What is the most important aspect of integrity?
€) Maintaining a strong physical presence
(b)  Acting consistently in accordance with one's ethical beliefs
(c) Seeking rewards for actions

(d) Following the crowd
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Q14. What is the ultimate test of integrity for an NCC cadet as per the example
provided in the text?

@) Performing well when being observed
(b)  Working without expecting rewards or recognition
(c) Ignoring tasks when no one is around
(d) Competing for leadership roles
Q15. What is expected of NCC cadets regarding substance abuse?
€) It is encouraged during camps
(b) It is allowed if not caught
(c) It is strictly prohibited
(d) It is monitored but allowed in moderation

Short answer Questions

Q1. Define honesty and explain its importance in building trust?

Q2. List two key components of integrity.

Q3. Why is a positive reputation important for an individual?

Q4. What is the role of discipline in the behaviour of an NCC cadet?
Q5. How does honesty contribute to conflict resolution?

Long Answer Questions

Q1. Explain the importance of honesty and integrity in personal and professional life, and
how they contribute to building strong relationships?

Q2. Describe the expectations and values that NCC cadets must follow, and how these
contribute to their development as responsible citizens?

Q3. What are the possible consequences for an NCC cadet who fails to adhere to the
guidelines of honesty, integrity, and discipline?

Q4. What is the difference between honesty and integrity? Illustrate with the help of an
example other than the one given in the chapter.

Q5. Why is integrity a higher virtue to pursue in comparison to honesty?
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INTRODUCTION

1. The honour code system has been introduced with an aim to foster the vital
ingredients of a good and strong character amongst NCC cadets. In today’s times, where
good character is becoming a rare commodity, strong basic foundation of character
becomes even more important. The Honour code serves like a Light House, guiding the
ships in the treacherous oceans.

Al

2. To highlight the importance of Honour Code amongst cadets.

PREVIEW

This lecture shall be conducted in

following parts:--

LEARNING OBJECTIVES

Promoting and

Responsibility

Accountability

(@) Partl  : Honour Code » Encouraging Ethical Decision Making
(b) Partll  : Structure & Functioning of > Enhancing Leadership Qualities
the Committee.
» Building Character and Group
(c) Partlll : Tenets of Honour Code .
Cohesion
(d) PartlvV : Case Studies Involving

Breaches of Honour Code.

Application in Real-World Situations

PART | : HONOUR CODE

The honour code consists of the following parts:-

(@) The Honour Code.

(b)  The Honour Code Committee.

(©) The Feedback System.

The Honour Code

4, The Commandments of the honour code are:-
(@ | shall not lie, steal, cheat or tolerate those who do so.
(b) | shall not do anything selfish or mean including letting down a colleague for self

interest.
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(c) | shall not, by any action or omissions bring the name of this organisation into
disrepute.
(d) | shall accept voluntarily my responsibility for any infringement of this code.

PART Il : STRUCTURE AND FUNCTIONING OF THE COMMITTEE

The proposed composition of Honour Code Committee is as under:-
@) Chairperson. Senior most cadet (SUO/ UO)
(b) Members.

0] One third year cadet per platoon.
(i) One second year cadet per platoon.

(i) One first year cadet per platoon.

(c) ANO/ CTO as officer guide.

6. Composition. As a rule, all members r 3

are required to attend every meeting. If the _.5’

Chairman is absent, the officer guide shall HDNEST

nominate a Chairman from amongst the ORGANIZED

members. The quorum will not be complete NOBLE

without the officer guide. All second and first UUTSTANDING

year cadets will be encouraged to attend as

Sbservers. RESPECTFUL

7. No Cadets previously guilty of an offence involving character can be part of the

committee. The members are elected from the entire troop. The chairman is appointed.

8.

Duties of the Committee.

(@) The Honour Code Committee shall be the trustee of the Honour Code and will
take every action to propagate, implement and enrich it.

(b)  They shall hold a formal meeting on the last Saturday of the month or as
required.

(c) All honour cases will be discussed by them. They will refer such discussions
to the battalion commander. An offender will not be called an accused and the
discussion not a trial.

(d)  Their meeting will commence at a time and place appointed by the Chairman.

(e) During these meetings, they shall review the Honour Code scene in their
troop and formulate a remedial strategy.
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® They shall discuss and formulate any notice or other material for publication to all.

()  They shall investigate and judge all Honour Code cases referred to them by
the ANO/ Battalion Commander or those cases involving breach of the code brought
to their notice by the cadets.

9. Duties of Officer Guide.

@) He/ She will attend all meetings and resolve any procedural difficulties on the
spot.

(b) He/ She will arrange for all withesses for discussion in a case, but will neither
guestion nor brief them.

(c) He/ She will only guide the committee in its functioning and moderate verdicts
given by the committee.

(d) He/ She shall carefully listen to the evidence produced at the meeting and
ensure that the defaulter cadets are able to defend themselves.

10. Powers Of Honour Code Committee. The powers and duties of the committee are
neither disciplinary, nor does the committee have the authority to punish. Its functions are
instructional and advisory. The committee acts as a panel reporting facts of violation to the
ANO/ Battalion Commander.

11. System of Voting. Voting will be by a secret, written ballot. A simple majority will
bring out the facts of violation. If due to the absence of the Chairman or any other
members, an even member of persons will form the
committee and the officiating Chairman shall not vote. DID YOU KNOW?

12. Procedure for Processing Honour Code Cases. In 1956. when Shri Lal Bahadur

Shastri  was the Railway

(@) ANO/ Battalion Commander will scrutinize o
Minister:-

all offence reports and will filter to the committee
only those cases which are Honour Code | » There was a train accident

violations. in Ariyalur, Tamil Nadu.

» He resigned from his post

on grounds of moral

responsibility.

Even Mr Nehru, the then

Prime Minister could not

make him stay.

» His resignation was a rare
act and is still quoted as an
example of political

(d) The defaulters will be present throughout accountability and following

the hearing of the witnesses and may put a personal honour Code.

(b)  The committee will warn the defaulters and
give them a minimum of 48 hours to either prepare
defence or make a confession. >

(c) After 48 hours’ notice, if the confession has
not been made, committee will assemble under
the directions of the Chairman and proceed to
discuss the case.
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guestions to them, if they so desire. After all the evidence has been recorded, the
defaulter will be asked to leave the room while the case is considered. On approval
the defaulter shall be informed of the recommendations being made. The committee
will write their report and hand it over to the officer guide for handing over to the
Battalion Commander.

(e) The Battalion Commander will take further actions himself, or if the situation
warrants, endorse remarks on the report & forward it to the school authorities.

13. Appeals. No appeal can be made by a defaulter against recommendation made by
the committee.

14. Hearing and Subseguent Official Action. These hearings are before the Battalion
Commander and superior officers and shall be governed by the normal customs of military
service and law so as to ensure justice for the defaulter. Whenever the recommendations
of the Honour Code Committee are not accepted by the authorities, they shall state their
reasons for not doing so.

15. Mitigatory Feature. If any cadet voluntarily owns up for an Honour Code violation
prior to discovery of the offence by another person, their action will be considered as
mitigatory feature.

16. Aggravating Feature. If anyone commits an Honour Code violation and is
discovered by a colleague, but not by the authorities, the offender will be advised by the
discovering colleague to report to the ANO within 48 hours. Failure of the defaulter to the
report will be considered an aggravation of the original offence if the guilt is established. If
the offender reports within 48 hours, the case will be considered on merits, neither
mitigated nor aggravated.

17. Eeedback System. An honour code register will be opened by each battalion and
minutes of each meeting will be recorded. The officer guide will endorse his/ her remarks.
The comments of the Battalion Commander will also be endorsed.

18. The register will be forwarded to the Group Commander once a month or
immediately after discussion of a case where a cadet has violated the commandments of
the honour code.

19. A battalion honour code meeting should be held once every quarter. The chairman
of this committee will be the senior most cadet and officer guide is the adjutant.

20. Feedback will be sought by the battalion Commander from the committee after a
routine meeting and after every Honour Code discussion. The feedback should include the
following:-

(@  Work load of the committee.

(b) Nature of cases dealt within the previous month.
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(c) Reports/publicity material published during the previous month.
(d) Difficulties experienced.
(e) Recommendations.
21.  After every Honour Code discussion, the defaulters will be asked by the Battalion
Commander to give a feed-back on the following points :-
(@) Were they given adequate notice to prepare the defence?
(b)  Were they given the opportunity to defend their cases during the discussion?
(c) Was the discussion fair?
22. Feedback. Feedback information from all these sources will be studied by the

Battalion Commander and forwarded to the Group Commander along with
recommendations for their direction/decision:-

23. Informal Feedback. The battalion commander and the Group Commander may
obtain informal feedback on the Honour Code System from any ANO or cadet and take
notice of the same for further action/ proceedings.

24. Passing out Course Feedback. Feedback should be obtained from passing out
cadets on the following:-

@) Contribution of the system to character building.
(b) Its good/ bad points.

(c) Recommendation/ Suggestions.

PART IlIl : TENETS OF HONOUR CODE

25. The tenets of the Honour Code are as follows:-

(@) Uphold the honour and maintain your dignity as a cadet. Practise good
conduct to enhance your own self-respect,
honour and image of NCC.

(b) Give priority to group interest over
personal interest.

(c) Impeccable conduct while dealing W ;: H"}(,l(ﬂn ; L t/lﬁh ‘] {
with outside establishments to enhance '
prestige of the organisation.

(d) Responsibility for correctness of a
report, both before and after it is rendered.
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(e) Have courage of conviction - stand up for what is right and accept
responsibility for any infraction.

)] The honour code is supreme and your own advancement is subordinate to it.

(@)  Answer questions fully and truthfully to the honour code committee even if it
results in punitive action against you or your friends.

(h)  Own up to the committee any breach of discipline or honour code, whether
intentional or unintentional.

()] Acquaint yourself and be conversant with all standing orders, rules and
regulations. Adhere to them in letter and spirit.

(K) Render all help and encouragement to fellow cadets who are weak.

)] Participate in all games and sports in the true spirit of sportsmanship. Accept
defeat with grace and victory with humility.

(m)  Treat all cadets with respect, including juniors.

(n) Principles of fairness, moral courage, respect for others & their property and
professional responsibility must be upheld.

(0) Be secular, truthful, honest and straight forward in your dealings.

PART IV : CASE STUDIES INVOLVING BREACHES OF HONOUR CODE

CASE STUDY NO 1 - BREACH OF TRUST

26.

third year cadet in a good college, His
performance was average in all spheres of

Background. Cadet Alpha was a senior

training and shared a good rapport with his peers.
One day, his batch mate, Cadet Bravo, discovered
that a clothing item (DMS shoe) had apparently
been issued to him which he hadn’t received. On
further inquiry, it was revealed that two months
earlier Cadet Alpha had signed on Cadet Bravo’s

behalf, collected that particular item and had been using it without informing Cadet Bravo.

27.

Incident. Cadet Bravo gathered all his batch mates and accused Cadet Alpha of

impersonation, expecting him to own up to his misdeed. Despite the convincing evidence
and pressure from his batch mates, Cadet Alpha pleaded not guilty and did not accept his
mistake in public. However, when the gathering had dispersed, he approached Cadet
Bravo, confessed to the act and proposed to make good the monetary value of the item.
Cadet Bravo accepted the proposal reluctantly.
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28. Soon the news spread amongst his batch mates who kept it to themselves.
However, one of them, Cadet Charlie, realised that the incident would serve as a wrong
example to the junior cadets in future. Therefore, he informed the ANO about the entire
incident. On being questioned by the ANO, Cadet Alpha tried to justify his actions by
stating that he was in desperate need of that additional kit and would have eventually
informed Cadet Bravo about his actions.

29. Action Taken. The Case was put up to the Honour Code Committee which found
him guilty for the act of breaching the Honour Code. Appropriate corrective action was
decided by the committee which was completed by Cadet Alpha and taken in the right spirit.
He drew the right lessons and brought necessary changes in his value system to steer clear
from such negative actions in future.

CASE STUDY NO 2 —LOSS OF HONOUR

30. Background. Cadet Delta had done her
schooling from a very prestigious school and thereafter
joined a good college in the city and was in NCC first
year.

31. Incident. One day Cadet Delta overheard Cadet
Echo requesting Sergeant Foxtrot for some money.
Since Sergeant Foxtrot was busy, she gave her ATM
Card to Cadet Echo and also told her the ATM pin,
which Cadet Delta overheard and noted.

32. The next day, Cadet Delta went to Cadet Echo’s hostel room and picked up the ATM
card from her dressing table while Cadet Echo was in the bathroom. She then withdrew Rs
3000/- without anybody’s knowledge and kept the ATM card back at the same place in
Cadet Echo’s room.

33.  After Cadet Echo returned the ATM card to Sergeant Foxtrot, it was discovered that
an additional Rs 3000/- was withdrawn from her account. Sergeant Foxtrot announced in
the class that the culprit should own up. Cadet Delta did not own up until she realised that
the CCTV camera located at the ATM would disclose the identity of the individual who had
come to withdraw money from the ATM.

34. Cadet Delta later on confessed to her offence. Investigations into the incident later
revealed that Cadet Delta had also stolen Rs 2,500/- from another Cadet’s cabin but the
matter had not been reported to higher authorities.

35. Action _Taken. The Honour Code Committee found her guilty and recommended
appropriate corrective action against her. Cadet Delta abided by the same, realised her
misdeed and went on to become a better person with the experience.

-
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36. Discuss both the cases and ask the cadets to give their own opinions on the How
and Why of both the cases and what ‘corrective actions’ would they have recommended,
with reasons. The discussion on case studies will bring out the variation in the
understanding of the concept of The Honour Code by the cadets and also its application
thereof.

CONCLUSION

37.  The honour code is the foundation for cadets’ ethical behaviour for the rest of their
life. It is hoped that this basic foundation erected for cadets will help build up better
character qualities in the cadets in the years to come. You will learn the art of leadership
and man - management here in the NCC. No amount of lists and “Do’s/Don'ts” can be a
substitute for experience, Always remember, “Honour before self.”

HIGHER ORDER THINKING SKILLS (HOTS)

» You are the chairperson of the Honour Code Committee which dealt with
both the above-mentioned cases of Breach of Trust and Loss of Honour.
What ‘corrective action’ will you recommend in respect of both the
offenders to your Officer Guide, realising that any such action should not
only make these cadets learn the right lessons for future, but also do so
without their further loss of face or self-respect?

SUMMARY

» The Honour Code System instils character traits like honesty, integrity, and
responsibility in cadets, providing ethical principles for behaviour within the NCC
and in life. It rejects lying, stealing, cheating, and disrespectful behaviour that
harms the NCC’s reputation.

» The committee is made up of senior and junior cadets under the guidance of an
officer and ensures adherence to the Honour Code through investigations and
recommendations, leading to suitable ‘corrective action’ for violations.

» The Honour Code Committee meets regularly to handle violations, allowing
offenders to present their defence. Cadets and officers provide feedback to
improve the system, which emphasizes personal responsibility, fairness, and
integrity.

» The committee encourages leadership, moral courage, and respect in both NCC
activities and life, with the long-term aim of nurturing cadets who prioritize honour
over personal gain and contribute positively to society.
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ASSESSMENT EXERCISE

Multiple Choice Questions

Q1.

Q2.

Q3.

Q4.

Q5.

Q6.

What is the primary purpose of the Honour Code System?
(@) Toimprove physical fithess

(b)  To foster good character traits like honesty, integrity, and responsibility
(c) To promote leadership skills

(d) To enhance academic performance

Which of the following is a commandment of the Honour Code?
@) Lie to protect yourself

(b)  Tolerate unethical behaviour

(c) Do not steal, cheat, or lie

(d) Promote selfish interests

Who is the Chairman of the Honour Code Committee?

(@ The ANO

(b)  The senior-most cadet

(c) A teacher from the school

(d)  The Battalion Commander

What is the composition of the Honour Code Committee?

(@  Only senior cadets

(b) Cadets from different year groups and an officer guide

(c) Only first-year cadets

(d) Only the Battalion Commander

What happens if the Chairman is absent during a meeting?

(@ The meeting is cancelled

(b) The officer guide nominates a new Chairman from the members
(©) The meeting continues without a Chairman

(d)  The second year cadet becomes the Chairman

Who can attend Honour Code Committee meetings as observers?
(@) Only senior cadets

(b)  Only cadets involved in the case

(c) All second and first-year cadets

(d) No one can attend as an observer
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Q7.

Q8.

Qo.

Q10.

Q11.

Q12.
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What is the main role of the Honour Code Committee?

(@) To punish offenders

(b)  To propagate, implement, and enrich the Honour Code

(c) To conduct physical training

(d)  To enforce military strategies

What is the procedure for processing Honour Code violations?

(@) Cadets are immediately expelled

(b)  Offenders are given 48 hours to prepare their defence or confess

(c) No action is taken until the offenders report the violation themselves

(d)  Violations are handled outside of the Honour Code Committee

What happens if a defaulter does not report a violation within 48 hours?
@) No action is taken

(b)  The case is closed

(c) The violation is considered aggravated

(d)  The defaulter is immediately expelled

Who is responsible for moderating verdicts given by the Honour Code Committee?
(@) The Battalion Commander

(b)  The Officer Guide

(c) The senior-most cadet

(d)  The committee members themselves

What is the role of the Battalion Commander in the Honour Code process?
(@) To investigate Honour Code violations

(b)  To appoint the committee members

(c) To review and take further action after the committee’s report

(d)  To supervise cadets' fithess training

What feature can be considered mitigatory in an Honour Code violation case?
(@) Reporting a violation after 72 hours

(b) Voluntarily owning up to the violation before discovery

(©) Having a good academic record

(d) Showing disrespect for the Honour Code Committee



33

Q13. What happens when the Honour Code Committee makes a recommendation?
(@) The Battalion Commander can choose to ignore the recommendation
(b)  The committee enforces the recommendation
(c) The defaulter is immediately punished
(d)  The committee has the authority to impose penalties

Q14. What is the main function of the Feedback System in the Honour Code?
(@) To collect cadets' academic performance reports
(b)  To document the Honour Code cases and discussions
(c) To evaluate physical training results
(d)  To enforce punishments

Q15. Which of the following is a key tenet of the Honour Code?
@) Prioritize personal interests over group interests
(b) Ignore breaches of conduct if they are not reported
(c) Stand up for what is right and accept responsibility for any infraction
(d)  Only follow the rules when being observed.

Short Answer Questions

Q1. What are the four main commandments of the Honour Code?

Q2. What is the composition of the Honour Code Committee?

Q3. What is the role of the Honour Code Committee?

Q4. What is the procedure for handling Honour Code violations?

Q5. What is meant by 'feedback’ in the context of the Honour Code system?

Long Answer Questions

Q1. Explain the structure and functioning of the Honour Code Committee.

Q2. Discuss the main tenets of the Honour Code and their importance in building
character among cadets.

Q3. Describe the process and significance of the Honour Code's feedback system.

Q4. What are the mitigating and aggravating features in the Honour Code system, and
how do they affect the outcome of a case?

Q5. What is the role of the Officer Guide in the Honour Code system? Discuss their
duties during the committee's proceedings.
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INTRODUCTION

1. Personality is a pattern of characteristic thoughts, feelings, and behaviours that play
a vital role in distinguishing one person from another and persists over time. An individual's
personality is a complex mental characteristic that makes them unique from other people. It
entails the inclusion of all the patterns of emotions and thoughts that cause them to do and
say things in a certain manner. Personality development is the process of developing a
personality to create a strong positive impression of oneself within the targeted group.

— o Childhood
Stages of
Personality i 9 Adolescence
Development
— o Adulthood

PREVIEW

The lecture comprises the following parts:-

LEARNING OBJECTIVES

Basic understanding of effective
personality and factors that
influence personality

Become acquainted with different
types and traits of leadership

Understand character traits and
inculcate leadership qualities

Learn effective time management

(@) Part | Personality Development » Setting smart goals
(b) Partl = Leadership Traits > Prioritising tasks using techniques
(c) Partlll:  Time Management like the Eisenhower matrix

(d) Part IV Communication Skills > Adverse impact of digital overuse

» Get acquainted with effective
communication skills

INTERESTING FACT

> Inculcate verbal and nonverbal

> Studies indicate that genetics can communication skills

account for approximately 40-60% of
personality traits.

PART | : PERSONALITY DEVELOPMENT

2. Character is what we are internally. Personality is its external manifestation and how
others perceive us through our behaviour and actions in physical, psychological, emotional,
and social contexts.

What is Personality Development

3. Individuals may experience shifts in their attitudes, behaviours, and thought
processes due to new experiences or personal growth. The continuous interplay of these
influences shapes one’s personality.
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4. Such development occurs naturally throughout life but can also be moulded in a
positive manner through intentional efforts. Various factors play a role in shaping
personality, including genetics, innate traits, environmental influences, parenting styles, and
societal factors.

How to Improve Your Personality

5. Some vital aspects and facets of personal growth are as follows:-

(8 Understand Yourself. Personality development begins with an honest
evaluation of one’s strengths, weaknesses, interests, and values. This, coupled with
feedback from friends, family, colleagues, and even detractors, contributes to self-
improvement and personal growth.

(b) Make your Outlook Positive. You can make your general outlook more
positive by concentrating on your abilities and positive traits, setting realistic goals,
surrounding yourself with positivity, practicing gratitude, fostering a calm and
balanced mind, learning from mistakes, helping others, positive affirmations,
investing in personal growth, and embracing change.

(c) Project your Opinion. Your self-esteem and overall personality will improve if
you project your opinions. This can be achieved correctly by forming a viewpoint and
communicating it effectively.

(d) Meet People. Meeting new people and interacting with them can contribute
immensely towards enhancing your people skills, thus improving your personality.

(e) Cultivate a Habit of Reading. If you develop the habit of reading books,
you not only acquaint yourself with a story but also an opinion, which makes you
worldly wise.

)] Improve your Listening Skills. Interpersonal skills form a vital element of
your personality, and these can be enhanced by improving your listening skills.
Focus entirely on the speaker without distractions, avoid interrupting, ask relevant
guestions, and provide feedback.

(9) Find your Humorous Side. Humour is not only good in general but also
serves as a great stressbuster in tense situations. Discovering your humorous side
can work wonders in personal and professional relationships.

(h) Be Courteous. A courteous person is an individual who shows respect for
others and uses polite language. Remember to say ‘Thank You’ where due.

()] Develop Positive Body Language. Proper body posture, tone, and tenor of
your voice, and gestures add to your personality and confidence.
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PART Il : LEADERSHIP TRAITS

What is Leadership

6.

It is the ability possessed by an individual or people to prevail influence and guide people

in the society or a team to achieve results. It's not so much about a person's appointment, badge,
or title as about being an attribute that can be attained by anyone, even those who are not in
leadership positions. Leadership is a skill that can be developed by practice with time.

7.

What Makes a Good Leader.

(@) Lead by self-example.
(b)  Have a high standard of integrity and self-discipline.

(c) Embrace your team.

(d)  Be fair and unbiased.

(e) Prioritise Team’s mission and cause, and sacrifice personal interests and needs.
() Be resourceful.

(g0 Command respect; do not demand it.

(h)  Keep your word.

) Be transparent in your dealings.

(K) Ensure financial probity.

Types of Leadership Styles

8.

The types of leadership styles are as under:-

(@) Autocratic. An autocratic leader does not discuss the group’s problems with
its members and makes independent decisions. They determine group activities and
expect members to follow their decisions without question.

(b) Democratic. A democratic leader prioritizes the well-being of group members
and fosters cooperation. Decisions are made collectively, with the leader considering
input from the group. They not only give commands but also know how to follow
them, promoting a collaborative and inclusive environment.

(c) Laissez-Faire. A laissez-faire leader holds a nominal role and does not
actively participate in group decisions or activities. Members have complete freedom
to operate independently. While this approach can be effective with self-motivated
and competent individuals, it may lead to inefficiency or failure with those who
require guidance and structure.
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Leadership Styles
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Important Leadership Traits

9. A leader establishes themselves through leadership traits. While it is not necessary
to possess all these traits, the biographies of great military leaders show that weaknesses
in certain areas can be compensated by strengths in others. Good leaders leverages their
strong traits while continuously working to improve their weaker ones, as under:-

(@) Alertness. A leader often encounters situations where opportunities arise to
gain an advantage and achieve decisive results for the team. An alert leader
recognises and seizes these opportunities, maximising their potential benefits.

(b) Bearing. Bearing is the way we carry ourselves and conduct our actions. This
includes our deportment, turnout, and attitude. A leader is expected to have a good
bearing, which will not only leave an impact on their team but also on the people they
interact with.

(©) Courage. Courage is a state of mind and a conscious response to fear. Both
physical and moral courage are essential for a leader. Moral courage implies
intellectual integrity and courage of conviction to correct the wrong. Only courageous
leaders can take risks, navigate through uncertainty with confidence, and make
decisions that might not be popular but are necessary.

(d) Decisiveness. Leaders need to be able to make clear and timely decisions
when needed and communicate them in a lucid, succinct, and authoritative manner.
The ability to decide and act firmly is a virtue, as the available information will often
feel incomplete.

(e) Dependability. It simply means you can be counted upon ‘to get the work
done’ and includes associated aspects of intense involvement and consistency in
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executing the assigned tasks on time. If without too much guidance or supervision,
so much the better.

)] Confidence. It implies resoluteness, vigour, and dynamism in the execution
of tasks and the ability to remain composed and unfazed in challenging
circumstances. A leader’s confidence is ‘infectious’ and rubs off on the led,
especially in adverse situations.

(9) Endurance. Endurance is a fundamental trait that distinguishes the effective
from the ordinary. It encompasses the ability to sustain effort, remain resilient in the
face of challenges, and maintain focus over extended periods. Physical and mental
stamina work in tandem.

(h) Enthusiasm. It is the drive and desire in carrying out tasks and is a result of
enjoying your work, being interested in every aspect of it, and seeing opportunities to
develop new concepts and methods. There is almost always something about a job
that sparks the imagination, no matter how uninteresting it may seem to some. Only
when viewed through dull eyes and a dull mind do jobs seem repetitive, boring, or
mechanical.

0] Initiative. Initiative is the readiness and ability to take correct action in the
absence of orders/instructions. It includes the skill of devising means and the degree
of resourcefulness to solve unforeseen contingencies. The right initiative means
taking action without orders to either prevent a wrong or facilitate what is right.

()] Integrity. In addition to being honest with others, a leader must also be
honest with oneself. This means doing what is right, irrespective of the
circumstances. Integrity and honesty are absolute and uncompromising traits. Any
deterioration in moral character will cause our bosses, peers, and subordinates to
lose faith in us.

(K) Judgement. This is the ability to swiftly evaluate options, often under trying
conditions, and come to a sensible conclusion on a consistent basis. It is acquired
from practice and experience.

()] Justice. The ability to exercise authority with objectivity and consistency.
Administer justice timely, as "Justice delayed is justice denied."”

(m) Knowledge. A leader ought to be knowledgeable about the task undertaken.
Any career demands a lot of research, practice, and experience, not just with the
tasks and structure, but more crucially with traits and skills of the people. Knowledge
acquisition is an ongoing process.
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(n) Loyalty. It is the wilful, faithful, and loyal support provided to the nation, the
organisation, superiors, peers, and subordinates. It also includes being firm,
steadfast, and unchanging in our core beliefs and principles, e.g., ‘Nation First’. One
is free to voice one’s opinions to superiors on any matter that is being discussed, but
once a decision has been made, it must be acted
upon as though it were one’s own.

oE
e
\

P IS NOT ABOUT
FIGURES.

(o) Sense of Humour. Humour can defuse
tense situations and lift your spirits when things
go wrong. It also helps in maintaining a positive
attitude in the face of adversity. This is a good
guality to cultivate, along with a feeling of
balanced optimism.

HIGHER ORDER THINKING SKILLS (HOTS)

> Leadership positions come with both, power and responsibility. Why for a
leader’s decisions, the guiding factor should be responsibility and not power?

Understanding Character Traits

10.  Character is innate but character traits can also be consciously cultivated. Every
person is a complex mix of strengths and flaws, heart and mind. Character, which is
reflected outwardly as personality, is a balance sheet of positive and negative traits. The
following is a list of certain desirable character traits:-

(@) Speak the Truth. The consequences of speaking a lie are enormous and
cannot be taken back. Hence, always speak the truth.

(b) Be Honest. It means total honesty in thought, word, and behaviour.

(c) Keep your Word. Always keep the word once given. You will be recognised
for this and will gain respect for the same.

(d) Own up your Mistakes. Have the moral courage to admit to mistakes,
however unpleasant the results may be.

(e) Be your Own Judge. Be honest, even when not under supervision.

)] Do Not Seek Cheap Popularity. A person of character is always loved for
their qualities of honesty, self-sacrifice, and attention to duty.

(9) Resist Temptation. Temporary gain leads to long-term pain. Hence, a person
should not be attracted towards immediate pleasure and should control their mind
from all kinds of temptations by keeping in view their future life.
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(h)  Set an Example. By doing this, one inspires others to act like yourself. You
should not do things that you do not expect others to do.

@) Sense of Responsibility. Take responsibility for your actions.

(K) Self-Sacrifice. The interests of others and the society above one’s own are
always appreciated.

()] Be Impartial. Be just and impartial in all your dealings with others. You should
not show favouritism of any kind.

(m) Self-Discipline. One’s personal discipline must be of the highest standards,
and it should be followed strictly.

(n)  Perform your Duty Sincerely. One should do their job sincerely and attend
to all their duties and responsibilities wholeheartedly.

(0) Inculcate Leadership Qualities. Good leadership qualities should be
inculcated in one’s own personal life.

PART 1ll : TIME MANAGEMENT

PROCESS

OBJECTIVE

ol ot o W TIME E

N W €. ="
\M TOOLS MANAGEME—NT TASKS

( z < L e®e o
) ... ( SETTING
A CONTROL OET‘-ESKAJ = PRIORITIES

11. Time management is a collection of methods, resources, and techniques that help
you maximise your time and apply it to achieve your goals. Effective time management is a
key component of successful people's personal and professional success.

What is Time Management

12.  The secret to time management is realising that you are not going to be able to do
everything; instead, you need to prioritise what you need to do in the little time you have available.

13. Principles of Time Management. Some of the principles of time management are:-

€) Develop a Personal Sense of Time. Make sure you know where your time
goes. You cannot manage past time, but you can objectively examine how you
managed it. Draw lessons for the future accordingly.
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(b) Identify Long-Term Goals. Finding out what is important and what you hope
to accomplish is the first step in effective time management. Determine your values
and identify your goals. Learn to balance time amongst your work, your family,
yourself, and your community/humanity.

(c) Concentrate on High-Return Activities. Identify which activities are going
to give you the highest return and concentrate on them rather than letting the focus
squander on too many things.

(d)  Weekly and Daily Planning. If we only focus on our daily scheduling, we
tend to get confined to looking at only what is of immediate consequence. Planning
on a weekly/monthly basis helps us to stay focused on long-term goals alongside.

(e) Optimise your Best Time. The quality of your attention or concentration
varies at different times. You may notice that you habitually tend to be more mentally
alert at certain times of the day. Make sure that you manage that critical time well.
Learn to prioritise and focus on essentials.

® Make Use of Committed Time. There is ample time if it is paid attention to. At
work, there may be time that you can choose to spend as ‘committed time’ rather than
letting it pass unproductively. If you are alert, you may find portions of it that are free time.
Take clean breaks from work to relax, but when working, do so with full concentration.

(9) Manage your Health. At least get 8 hours of sleep, proper exercise, and
rest. It is true that a healthy mind resides in a healthy body.

14. Benefits of Effective Time Management. Here are some key benefits of effective
time management:-

€) Reduces or eliminates wasted time and effort.

(b) Enhances productivity, allowing you to achieve more with less effort.
(©) Helps prioritise tasks, focusing on what matters most.

(d) Increases efficiency while reducing stress levels.

(e)  Supports setting and achieving long-term goals.

HIGHER ORDER THINKING SKILLS (HOTS)

» Your exams are scheduled to be held in a month, and you also have to
participate in a sports event. How do you intend to manage your time effectively
to perform well in exams and participate in sports events also?

Smart Goals

15. A framework for creating goals that are time-bound, relevant, quantifiable,
achievable, and specified is known as SMART goals. Both personal and professional
contexts can benefit from the usage of SMART goals, which stand for:-
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consider the goal accomplished?

completed or not?

you can accomplish this goal?

completed by?

Specific goals are well defined and clear on what needs to be
accomplished. What outcomes do you need to see in order to

Measurable goals enable you to evaluate whether or not the
goal was achieved or not. How will you decide whether the goal is

Attainable goals are realistic about what is possible given the
availability of resources, knowledge, and time. How likely is it that

Relevant goals are important to you and will make a material
impact on achieving your larger objectives. Does it make a
difference to your overall objectives if this goal is met?

Time-Based goals lock goals into a specific timeframe and
specify when they will be completed by. When do you need the goal

HOW DO YOU PLAN YOUR DAILY WEEKLY MONTHLY?

DAILY PLANNING

Before the end of the workday, spend 15
minutes planning the next day. Ask yourself
what you need to achieve during the next day.

WEEKLY PLANNING

Put aside 45 - 60 minutes on Sunday or Friday to
plan your week ahead. Identify what activities
need your attention in the coming week. Involve
your partner, children etc to align schedules.

MONTHLY PLANNING

Before the start of each month, set aside two to
three hours to plan for the month ahead. Look
at your key areas and find out where you need
focus and attention.

IMPORTANT

> By creating a daily,
weekly, and monthly
schedule, we can
become more efficient,
save time, and reduce
stress.
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16. Eisenhower Matrix.

@ In the Eisenhower matrix, urgency and importance are the key criteria, guiding
learners to distinguish between tasks that demand immediate attention and those that
align with broader objectives.

(b) By systematically organising responsibilities, the matrix empowers learners to
optimise their time and concentrate efforts on activities that contribute significantly to both
personal and academic success.

(c) This practical framework for task prioritisation divides activities into four distinct
guadrants, each representing a different combination of urgency and importance.

Quad |-U dl ‘DO
EISENHOWER MATRIX Ll = el 2l g;portant

These tasks must completed
immediately and are crucial to your
objectives. They frequently involve critical
URGENT NOT URGENT situations, emergencies, or projects with
deadlines that require your urgent
attention. These are the things you need
to accomplish and do right now.
Quadrant Il - Important but Not Urgent:
SCHEDULE
Quadrant | Quackant For long-term objectives, quadrant Il tasks
Urgent and Important - {Important but Not Urgent are significant but not urgent. These non-
DO SCHEDULE deadline activities support your well-being
and goal-achieving. It consists of strategic
goals, relationship-building, personal
development, and proactive planning. You
can arrange these tasks on your calendar
and schedule them.
Quadrant Il - Urgent but Not Important:
DELEGATE
Quadrant IV Although the tasks in this quadrant are
Not Urgent and Not urgent, they don't make a big difference in
A long-term objectives. These tasks can
Important frequently be delegated to others. Examples
DELETE include pointless emails, meetings, and
urgent disruptions that don't impact crucial
objectives. You should assign these chores
to others.
Quadrant IV - Not Urgent and Not
Important: DELETE
Tasks that are neither urgent nor
DID YOU KNOW? significant are included in Quadrant IV.
These unimportant chores could divert
> The Eisenhower matrix was your attention or squander time. Time
developed by Five Star General and spent in this quadrant should be reduced
: . or eliminated for maximum productivity.
US President  Dwight  D. You should avoid doing these things or
Eisenhower. simply delete them off your to-do list.

IMPORTANT

Quadrant Il
Urgent but Not Important

DELEGATE

NOT IMPORTANT
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Time Blocking and Pomodoro Technique

17.  Time blocking and the Pomodoro Technique are both time management methods
that can help you focus and get things done. Depiction of the same is as under:-

DID YOU KNOW?

» The Pomodoro Technique was
developed by Francesco Cirillo in
the late 1980s.

» Because Cirillo used a tomato-
shaped egg timer to manage his
time, the approach was named
after the Italian term for "tomato."

Involves blocking out your time
to find focus and get things
done.

A structured method that
POMODORO involves breaking down your

TECHNIQUE

work into manageable chunks to
increase productivity.

& Pomodore® Timer l} — =
P BENEFITS OF THE POMODORO
@3'& TECHIOUE
\ ’ » Assists in enhancing focus and

concentration.

2 5 - O O » Time management is improved.

> Reduces work-related stress.

Start
> Enhances team communication

and flexibility.

» Adaptability to varied task
requirements.
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THE

P- MODORO TECHNIQUE

LONG BREAK 15-30 MINUTES

SHORT BREAK
5 MINUTES

SHORT BREAK
5 MINUTES

_
SHORT BREAK 5 MINUTES
@ - 25 minutes of focused work session

Diagrammatic lllustration for Using & Practicing the Pomodoro Technigue

Digital Overuse

18. Adverse Impact of Digital Overuse. Many people are using their phones, laptops,
and other gadgets excessively, which can lead to several detrimental health effects, such
as eye strain, sleep deprivation, and elevated stress levels.

Love to Use
Phone

» Loss of originality

» Loss of efficiency

» Lack of focus

» Digital fatigue

» Erosion of social skills

Digital Boundaries

Take a 10-minute break for every hour of screen time at work

Results of Over-usage

Limit recreational screen use to 15 minutes stretches
Power down screens by 7pm each evening
Make meals screen-free
Set the TV timer if you do choose to watch, keeping it to 30 minutes or less
Turn off notifications so alerts and messages aren't interruptive.
Move apps on your phone or tablet for optimized exposure

Charge your phone overnight outside the bedroom
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19. Maintaining a balance between screen time and offline activities is essential for overall
well-being. This can be achieved by setting boundaries, encouraging active screen use,
designating screen-free areas, modelling healthy behaviour, promoting physical activity, planning
family time, and fostering social interactions. By doing so, screens can be used for both

education and entertainment without diminishing the importance of real-world connections.

Television

Smartphones & Tablots

L]

@

2" v

Y
)

»
v o

Video Games

f11)

Social Media

Educational Contont

Virtual & Augmented Reality

Consistent
Sleep Routine

Promote Healthy
Diet & Sleep

No-Screen _
Habits

Bedrooms

Encourage
Healthy Diet

Limit Screen
Time

Encourage
Outdoor Play

Physical
Activities &
Sports

Aspects Promoting Healthy Diet and Sleep Habits
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TIPS FOR REDUCING SCREEN TIME IMPORTANT
» Set Clear Limits and Guidelines. » Encourage
> Encourage Active Screen Time. e Outdoor Activities
> Designate Screen-Free Zones and e Outdoor play
Times. e Reading
> Model Balanced Screen Use. e Arts & crafts
> Promote Physical Activites and  Family games
Hobbies. » Hobbies
» Schedule Family Activities. e Cooking
> Encourage Social Interactions. * Reading
e Gardening
e Sports, etc.

PART IV : COMMUNICATION SKILLS

20. Communication is the exchange of thoughts, feelings, ideas, and understanding
between two or more people using written or spoken words, gestures, or symbols. We are

always in contact with other people.

Communication Skills

21. Sending a message, whether orally,

in writing, or with signs,
communication. People won't be able to comprehend us or know what we are thinking if we
don't communicate with them. Good communication is essential in both personal and
professional relationships as well as in social dynamics.

is called
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22.  Some of the different ways of communication are:-

(@)
(b)
(€)
(d)

Aggressive
Passive

Assertive

Passive - Aggressive

Communication Styles

Sociability (You winL

Aggressive

Passive

Passive

e | lose
* You win

Passive-
Aggressive

e | ose

* You lose

Assertive

e | win
* You win

Aggressive

e | win
® You lose

» Dominance (I win)

This style is often driven by aggression and
pre-judgement. Aggressive communicators
come across as offensive, dominate
conversations, and disregard others'
opinions. They are often loud, overly
critical, and insulting. At the root of it
though, is an underlying insecurity of not
being taken seriously.

This style is often characterised by non-
expression of opinions or thoughts to avoid
conflict. Such communicators may act
indifferent during discussions & debates

and rarely take a strong stance. This is
often a result of a lack of self-belief and low
self-esteem.
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This style is considered the most
productive and respectful in the
workplace. They engage proactively

Assertive and look for solutions/resolutions.
Assertive communicators are respectful
of others' opinions and encourage two-
way communication.

This style involves indirectly expressing
opinions rather than tackling them
upfront. There is a disconnect in what is
being said and done. Same may manifest
as sarcasm or back handed compliments.
This often stems from a lack of courage of
conviction.

Passive-Aggressive

Types of Communication

23.  Types of communication comprises:-

(@) Verbal Communication. Good communication means when one person
talks, others listen. Communication is hampered by a variety of barriers, including
speech issues, extended phrases, muttering, speaking too softly, hearing issues,
listeners interrupting, loud outside noises, etc.

(b) Non-Verbal Communication. Non-verbal communication can either
emphasise and lend value to spoken words or even contradict them. When our
words are in sync with our thoughts, body language automatically reflects that. So,
make sure your thoughts, words, and deeds are in alignment. Control your gestures
and have positive body language.

(c) Listening. Listeners must give attention to all that is said without interrupting
the speaker. Always listen to understand, not just to react or respond.

Importance of Effective Communication

24.  Effective communication is an important aspect, for the following reasons: -
(@) To enhance problem-solving skills

(b)  To make speedy decisions
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(c) Risk of errors is reduced.

How to Improve Communication Skills

(d)  Response to market changes is
enhanced.

Be an active listener.

o Hold effective meetings.

(e) Enhances motivation.
Explain the why behind a decision.

Principles of Effective Communication

Check-in with employees.
25.  Communicators are guided by the concepts

of effective communication. These guidelines offer
a general framework to guarantee that
communication serves its intended function.

Ask for feedback.

26.  The principles of effective communication are explained as under:-
(& Clarity.
(b)  Coherence.
(c) Confidence.
(d)  Concreteness.
(e)  Correctness.
)] Conciseness.

() Courtesy.

Clarity stands for the ability to communicate clearly and
straightforwardly. This means using simple and direct
language which is easy to understand. It ensures that the
message is received accurately and there is no confusion,
ultimately enabling team transparency.

Clarity

Coherence refers to the ability to organise and present
information in a logical and orderly manner. This means the
message should be structured in a way that is easy to
follow, and different parts of the message should be
connected and make sense together. Coherence is crucial
because it helps ensure the message is received and
understood correctly.

Coherence




Confidence refers to the ability to communicate with
assurance and conviction. This means speaking in a

Confidence powerful, self-assured way that projects a sense of belief.
Confidence helps build trust and credibility with the
audience.

Concreteness of the communication means being specific
and definite rather than general or abstract. This means
providing clear examples, facts and data to support the
message. Concrete communication is essential because it
helps the audience to understand and remember the
message more efficiently.

Concreteness

Correctness refers to the accuracy and appropriateness of
the language and information used in communication. This
means using proper grammar, spelling, and punctuation
and providing accurate and reliable information.
Correctness is vital because it helps to build credibility and
trust with the audience.

Correctness

Conciseness refers to the ability to communicate the
message in as few words as possible without sacrificing
clarity or completeness. This means being succinct and
Conciseness avoiding unnecessary information or repetition.
Conciseness is essential because it helps to hold the
audience’s attention and make the message more
memorable.

Courtesy refers to the ability to communicate politely and
respectfully. This means using appropriate language,
tone, and nonverbal cues and considering the audience’s
perspective and needs. Courtesy is essential because it
helps to create positive relationships and foster a
respectful and professional environment.

Courtesy
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Common Barriers to Effective Communication

27. No matter how skilled and proficient a communicator is, the reality is that they
occasionally encounter obstacles that require them to improve their communication abilities.
The communication difficulties that arise while speaking, listening, and using nonverbal
communication are listed below:-

» Message, which is unclear.
» Lack of

» Interrupting the speaker in between.

consistency while

» Rushing the speaker to complete what

communicating.

receiver may misinterpret the message.

he has to say.

» Using incomplete sentences, mumbling

over words and sentences. Conveying the feeling to the speaker
» Not understanding the receiver. as if they are wasting the listener’s
> Lack of eye contact. time.

Distraction by something that is not
part of the ongoing communication.

Speaking ahead of the speaker and
completing their thoughts.

» Making Assumptions.
» Patterns/reverting to type. By ignoring the request of the speaker.
> Using language with different levels of Giving one’s own set of examples over
meaning. ,
the speaker’s story

» Erroneous transition, value judgement.

. . Tendency to forget what is being
» Using negative words. .

) ] discussed.

» Perceptions-depending on the mood, the
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HIGHER ORDER THINKING SKILLS (HOTS)
> You have been tasked with giving an introductory speech for a guest

attending the Annual Day function. How will you prepare for the same?

CONCLUSION

28. Personality development and leadership skills are important for personal and
professional growth and can help you succeed in a competitive world. In essence, the
iceberg beneath the surface is not created overnight; rather, it is formed and nurtured over
the course of a lifetime by social and natural events, presumptions, and innate beliefs.
People must understand the critical significance that leadership abilities and personality
development play in determining their professional path in the fast-paced, fiercely
competitive work market of today. These abilities not only help you advance professionally
but also provide you the ability to significantly influence your sector of choice.

29.  Achieving success in both business and life requires effective time management.
You may boost your productivity, lower your stress level, and accomplish your objectives by
setting priorities for your chores, making a timetable that suits you, and getting rid of
distractions.

30. Sharing information, ideas, and views with others in a clear and intelligible way is a
key component of effective communication. Addressing common communication difficulties,
including language barriers and cultural misunderstandings, is essential to having a
successful conversation.
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SUMMARY

> Personality development is the journey of evolving, improving, and transforming
one's personality throughout life.

> Personality can be improved if an individual focusses on enhancing their inherent
traits, communication skills, appearance, and overall confidence.

» The ability to influence and direct followers or members of a team, organisation, or
society is known as leadership. It is a skill that may be cultivated and enhanced
with time.

> Depending on the style they adopt, leaders might be authoritarian, democratic, or
laissez-faire. Although not all leaders have every leadership quality, they often
have complementary strengths that balance one another.

» Concentrate on the qualities you need to develop. In a similar vein, character
gualities require attention and development as they are not completely innate.

» Planning and managing your time to be more productive, efficient, and effective is
known as time management.

» Time management techniques such as Time Blocking and the Pomodoro
technique can be practiced and implemented to manage time in a better way.

> Eisenhower Matrix is one effective way used to prioritise work and have important
aspects be addressed first.

> Digital overuse, also known as ‘internet or technology addiction,” is the
compulsive use of digital devices.

> Digital overuse may involve spending too much time on gaming, spending money,
social media, and information and entertainment.

> You may affect other people's actions and choices through good communication,
which boosts your self-esteem and confidence.

> Effective communication makes complex material easier to understand and
access, which is important for personal growth.
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ASSESSMENT EXERCISE

Multiple Choice Questions

Q1. Personality can be improved if an individual focuses on enhancing their :-
(@) Inherent traits
(b) Communication skills
(©) Overall confidence
(d)  All of the above
Q2. How can a cadet demonstrate integrity?
@) By being dishonest to protect oneself.
(b) By taking responsibility for one’s actions and being honest.
(c) By blaming others for mistakes.
(d) By avoiding accountability.
Q3. Personality can be improved by:-
€) Making fun of others.
(b) Listening carefully.
(c) Not paying attention to others.
(d) Criticising others always.
Q4. Which of the following is a primary factor influencing personality development?
(@)  The colour of one’s clothing.
(b) Genetic inheritance.
(c) The brand of one’s smartphone.
(d)  The amount of time spent on social media.

Q5. Which among the following assists in improving the overall personality of an
individual?

(@) Knowing yourself.
(b) Being a keen listener.
(c) By being positive.
(d)  All of the above.
Q6. What characteristics out of the following make a good leader?
(@) Leading by example.

(b) Immaturity.
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(c) Aggression.

(d) Being biased.

Q7. Which among the following is not a leadership trait?

Q8.

Q9.

Q10.

(@) Integrity.

(b) Self-confidence.

(c) Waywardness.

(d) Courage

What role does self-discipline play in personal development?
€) It leads to perfectionism and stress.

(b) It helps in setting and achieving goals by controlling impulses and maintaining
focus.

(c) It limits personal growth by avoiding challenge.

(d) It emphasises the importance of immediate gratification.
Which trait reflects a good character?

€) Being honest.

(b) Not owing up to one’s own mistake.

(c) Blaming others for one’s own fault.

(d) Hiding the truth.

Which of the following is NOT considered a key leadership trait?
@) Integrity.

(b) Empathy.

(c) Arrogance.

(d) Communication skills.

Q11. Which leadership style involves giving employees autonomy, trust, and
freedom to make decisions?

Q12.

(@)  Autocratic leadership.

(b) Democratic leadership.

(©) Laissez-faire leadership.

(d) Bureaucratic leadership.

Courage is the ability to:-

@) Hide from challenges and difficulties.

(b) Confront fears and take risks.
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Q15.

Q16.

Q17.
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(©) Always play it safe.
(d) Blame others when things go wrong.
Integrity is best defined as:-
(@  Always being right.
(b) Doing the right thing even when no one is watching.
(c) Being selfish.
(d) Ignoring rules and norms.
Which of the following best describes honesty?
(@) Telling lies to protect oneself.
(b) Being truthful and sincere in all situations.
(c) Manipulating others for personal gain.
(d) Hiding information to avoid consequences.
What is the primary goal of time management?
(@ Towork longer hours.
(b)  Toincrease efficiency and productivity.
(c) To reduce leisure time.
(d)  To multitask more.
The Eisenhower Matrix categorises tasks based on:-
@) Urgency and importance.
(b) Difficulty and duration.
(©) Personal preference and deadlines.
(d) Cost and benefit.
What is “Time Blocking"?
(@) Avoiding all distractions.
(b)  Scheduling specific time periods for particular tasks.
(©) Working only during peak hours.
(d) Limiting work to short bursts.
What is the Pomodoro Technique?
(& A method of prioritising tasks.
(b) A way to eliminate distractions.

(c) A time management system using 25-minute work sessions.




o

™ 59

Ty & pisciPtIN

(d) A technique for scheduling meetings efficiently.
Q19. What does 'non-verbal communication' include?
(@)  Only facial expressions.
(b)  Only hand gestures.
(c) Only body posture.
(d)  All of the above.
Q20. Which of these is NOT a barrier to effective communication?
€) Language differences.
(b) Emotional state.
(c) Active listening.
(d) Physical distractions.

Short Answer Questions

Q1. Define personality.

Q2. Write a short note on the Democratic Style of Leadership.
Q3. What do you understand by Time Management?

Q4. What are the four Quadrants of Eisenhower Matrix?

Q5. List out different ways of communication.

Long Answer Questions

Q1. List out the aspects to be borne in mind to enhance your personality.
Q2. Explain all types of leadership styles. List out the traits of an effective leader.

Q3. What are the principles of Time Management? Explain the Pomodoro Technique of
Time Management.

Q4. What do you understand by Smart Goals?

Q5. Explain the principles of effective communication. What are the barriers to effective
communication?
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PERSONALITY DEVELOPMENT & LEADERSHIP (SD/SW)
CHAPTER PDLS Il : PERSONALITY DEVELOPMENT, POSTURE, BEARING & TURNOUT

“There is only one corner of the universe you can be certain of improving, and that’s
your own self.”

GOOD

POSTURE

BAD

POSTURE

TEACHING INSTRUCTIONS

Period : Two (02)

Type : Lecture and Practice

Year ; 1st Year and 2nd Year SD/SW

Conducting Officer : Associate NCC Officer

Training Aids : Script/Lesson Plan; Board & Markers/OHP with

Screen; Presentation, Charts or Diagrams; Handouts on Personality Development
and Videos on Good Posture and Turnout.

Time Plan

¢ Introduction ;03 min (1st Year)

e Partl : 15 Min

e Partll : 15 Min

o Partlll : 07 Min PERSONALITY
DEVELOPMENT

e Partlv : 20 min (2nd Year)

e PartV : 17 min

e Conclusion : 03 Min
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INTRODUCTION
1. Personality development is a journey in our lives where we learn about our own selves

and how we act. It is the process of developing one’s character over a period of time. Even
simple daily routines that might seem insignificant can profoundly impact your personal growth
and overall well-being. Incorporating beneficial routines into your life can prove instrumental in
your journey towards self-growth. There are a number of factors that affect our personality. Our
personality shapes with the ethos we learn from our family, the environment in which we grow,
the social interactions we make, and the experiences we undergo during the journey of our lives.

LEARNING OBJECTIVES

@\ » Different factors that influence and
shape personality.

W QOUAL @‘”AI"\ © » Desirable habits for effective

PERSONA “‘_@5' personality development.
ﬁ/ DEVELOPME @ » Good posture.
}l@ﬂm : » Wearing a uniform, ensuring proper
SP'R'TUAL PHY& | "@‘% bearing & turnout.
& o

e » Do’s and don’ts of impressive

/@ a@® \ L@M?@/ﬂ turnouts.

» Understand social skills, etiquette,
and manners.

OO@

PREVIEW

» Understanding IPR through verbal
The lecture comprises the following parts:- and non-verbal communication.
(a) Part | :I_Desirable habits for an Effective > Conflict resolution and problem-

Personality . .

(b) Part Il : Posture solving technique.
(c) Part lll : Bearing &Turnout » Understanding civic sense through
(d) Part IV : Etiquette the roles and responsibilities of a
(e) PartV :IPR & Civic Sense citizen by adhering to the basic

civic responsibilities.

Desirable Habits for Effective Personality

2. Important desirable habits for an effective personality are as follows:-

(@) Self-Awareness. It is the ability to understand our personality, our character,
feelings, behaviours, characteristics, and ability and being aware of our own
thoughts. Recognising one's strengths and weaknesses will contribute towards
focusing on measures to be taken to improve self-confidence and overall personality.




62 IV

TY & pisciPL!

(b) Empathy. It is the ability to emotionally see things from others’ perspectives
and understand how a person feels. Applying empathy to our relationships with our
parents, friends, cousins, co-workers, loved ones, and students can have a profound
impact on our overall personality.

(c) Critical Thinking. The term critical comes from the Greek word ‘kritikos’
meaning “able to judge or discern”. Critical thinking is a process to conceptualise,
apply, analyse, synthesise, and evaluate the information gathered.

(d) Creative_Thinking. It is the process of generating innovative ideas and
concepts for changing perspective and creating novel ideas for problem solving. The
ability to combine, modify, or adapt pre-existing ideas to produce new ones is known
as creativity.

(e) Problem Solving Skills. The skills that enable us to identify the issues and
solve them in a quicker and more effective manner are known as problem-solving
skills. The steps usually involved in the problem-solving process are determining the
issue, examining the potential solutions, and selecting the best one.

)] Decision_Making. It is the ability that involves selecting from a variety of
possibilities while taking into account the advantages and disadvantages of each
option, as well as the current understanding of the subject at hand, to finally make a
decision.

(9) Interpersonal Relationship. Interpersonal relationship is the reciprocal social
affiliation, association, or connection between two or more people. The ability to build
strong bonds with others enables us to relate to them in constructive ways. This
entails having the ability to establish and preserve cordial relationships, which might
be crucial for our social and mental health. It might also imply having the ability to
terminate connections in a positive way. Positive interactions contribute to the growth
of the individuals involved.

(h) Effective Communication. It is the ability to communicate in ways that are
acceptable to one's culture, both orally, via written or spoken words, and non-
verbally, through body language and gestures.

()] Emotional Intelligence. Different situations generate different kinds of
emotions in a person. Leaders should have the capability to discern the emotions
dominating their and their command’s minds in any given situation, understand how
those emotion are affecting their behaviour, and subsequently be able to respond to
those emotions in a positive manner.

(K) Stress Management. It involves identifying the various causes of stress in
our day-to-day life, realising the physical and emotional effects of this, and taking
steps to reduce our stress levels by altering our surroundings or way of life and
adapting ourselves to manage the stress.

NE
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Factors Influencing/Shaping Personality. Let us analyse various factors that

influence/shape personality:-

@) Hereditary. The genes that you may have acquired from your father's or
mother's side, or from both, might have an impact on your personality. In addition to
physical characteristics of a person, such as colour of skin, height, weight, texture of
hair, etc., psychologists have determined that our attitude, temperament level, and
mental capabilities, which impact our personalities, are somewhat inherited.

(b) Self-Development. It is the most important factor that can affect a person's
personality. The secret is self-awareness—having confidence in oneself and one's
abilities. This means that, regardless of family, environment, or circumstances, an
individual remains in control of shaping their personality. Such a person continuously
strives for self-improvement, recognizing that personality development is an ongoing
process.

(c) Environment. Our personality can also be greatly influenced by our
surroundings. In the initial stage of our early childhood, the environment of our home
and family, our teachers and friends in school, and the coworkers have a significant
impact on how our personalities develop. In addition to this, our personality is also

greatly influenced by the culture in the country in which we were born, the
surrounding environment of the place we live in, and the society to which we belong.

(d) Education. Education can be categorized into two types: street smartness
and classroom smartness. Classroom smartness is gained through the lessons
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acquired through formal education while street smartness is non-formal learning,
acquired through experience in real-world situations. The best approach to shaping
one's personality is to take the best of both worlds.

(e) Life Situations. The circumstances of our lives are constantly changing and
can have varying effects on our personalities. Some people are more fortunate, with
access to better resources, schools, and opportunities. While certain skills may be
latent, learning life skills, communication skills, and language skills can only be
developed through practice, experience, and individual effort. Therefore, our ability to
manage life's circumstances can have a positive impact on our personalities.

® Past Experiences. One of the main factors influencing personality is experience,
which can have a positive or bad impact on an individual. A person who has had
traumatic experiences, such as being abandoned, for example, could exhibit traits of
mistrust and withdraw from other people. Conversely, positive experiences can
encourage us to strive for the same outcomes, either consciously or unconsciously.
Individuals react based on their experiences, both positive and negative.

(9) Dreams and Ambitions. Aspirations and dreams mould our personalities in
ways that support our objectives. In order to achieve these goals, we begin to
establish priorities and alter our behaviour. As a result, these goals are arguably the
most powerful influences on how we view our jobs and careers.

(h) Self-Image. Individuals have a very distinct perspective on themselves than
others have. As a result, a person's self-image typically manifests as personality
traits in consistency with the former.

a) Values. Peoples’ strong beliefs in values profoundly influence their
personality. Community members who uphold high moral standards are highly
respected. They are not only known for their honesty but are also trusted by their
friends and colleagues. Leaders with strong moral character can greatly influence
Team’s performance.

-
ity & piscipLING
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4. Personality Diversity. Personality diversity refers to the range of perspectives,
opinions, and thought processes that can be found in a group of people. It can be an
important aspect of a diverse workforce, as it can lead to better decision-making, higher
levels of engagement, and improved overall performance.

5. Appreciating Diversity in Personality. It can help people understand the world
around them better and can lead to a more interesting and inclusive society:-

(@) Promote Open Communication. Encourage people to express their diverse
viewpoints without fear of judgement.

(b) Embrace Constructive Conflict. Recognise that disagreements can lead to
deeper understanding.

(c) Provide Training and Education. Offer training programs to help people
understand unconscious bias and cognitive diversity.

(d) Lead by Example. Leaders can model inclusive behaviours.

(e) Develop a Nuanced Understanding of People. Avoid stereotypes and be
aware of your comfort zone.

() Be Aware of your Judgements. Do not pre-judge people and their
backgrounds.
6. Influence Individuals’ Behaviour. Diversity in personality can influence an

individual’s behaviour in many ways. It helps in:-

@) Getting reclusive people out of their own "bubble”, fostering inclusivity.
(b) Developing stronger communication and conflict resolution skills.

(c) Influencing perception and social expectations of others.

(d) Learning something new about the world.

(e) Generating new ways of thinking.

0) Dispelling misconceptions about different cultures, religions, ethnicities etc.

PART Il : POSTURE

7. Bearing and posture are related terms that refer to how a people hold their body, but
they have slightly different meanings.

8. Posture. The position of the body while sitting or standing, whether it is
characteristic or assumed for a specific purpose.

9. Bearing. Bearing is the way we carry ourselves and conduct our actions. This
includes our deportment, turnout, and attitude. Synonyms of bearing include carriage
and posture.
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Good Posture When Standing ASPECTS TO BE BORNE IN MIND FOR
_— B GOOD POSTURE
lar hole ) n‘m'“e ) ]
e, i T i G > While Standing
of shoulder =
=t = e Stand upright.
Shoulders
Shoulder even e Ear lobe alignment with the centre of
h. - Thumbs
B ol face the shoulders.

forward
- Hips even . . .
i /L \49 ﬁ e Shoulders align with hips.
align witl . . .
diblen: Weighe e Hips align with ankles.
distr.ihute(l

evenly
in both

5/.,

e Chin parallel to the floor.

e Thumbs face forward.

e Walk straight.

Good Posture When Sitting e No slouching.

e Do notrest on one leg. Equal
distribution of weight on both legs.

> While Sitting

Ear
lined up
with shoulder

e Ear lined up with shoulder.

Elbows bent
90 degrees
¢ Elbows bent at 90°.
Hips bent '—-
90 degrees Knees bent o HlpS bent 90°.

90 degrees
% e Knees bent 90°.
eet
flat on

floor e Feetto be kept flat on floor.

Importance of Good Physical Appearance and Dress Code

10. Physical appearance. It refers to the way a person looks, including their body, face,
and overall appearance. It can include factors such as:-

(@) Hair colour.

(b)  Skin texture. PHYSICAL APPEARENCE
(c) Body weight.
(d)  Body height.

(e) Facial features.

YT L.
Il

)] Hairstyle.

(g)  Clothing choices.

11. Dress code. It is a set of guidelines that specify what should be worn in specific
situations. Social perception, conventions, and goals are all part of dress rules. The
establishment of dress codes promotes uniformity and order. Dress code helps you feel like
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you belong and shows that you are part of the group. Good physical appearance and dress
code can be important for a variety of reasons, including:-

@) First Impressions. Your appearance can be the first impression you make on
others, which can influence how they perceive you. In the workplace, this can be
especially important for making a good impression on bosses, co-workers, clients,
and supervisors.

(b) Professionalism. People may perceive your appearance as a reflection of
your work quality and whether you are trustworthy, credible, and professional.

(c) Confidence. Positive feelings about your appearance can help you feel
more confident and enhance your self-belief.

(d) Health. Good grooming can help prevent illness and infection, such as by
washing your hands regularly.

(e)  Self-Esteem. Good grooming can help you feel better about yourself and
radiate self-esteem.

)] Making Impressions. Good grooming can help you make lasting impressions
quickly.

(9) Positive Attention. Good grooming can make you more likely to draw
positive attention.

Displaying Alertness and Smartness

12. Becoming an alert, smart, intelligent, and cognitively capable individual involves
developing a variety of skills and habits. Some key steps include:-

@) Cultivate a growth mindset. By consistently

(b) Engage in continuous learning. |mplem_ent|ng these
strategies, you can
(c) Practice critical thinking. develop the
) ) cognitive skills,
(d) Manage your time effectively. habits, and mindset

necessary to

(e)  Take care of physical and mental well-being. SRR A ST

) Cultivate good habits. intelligent, and
cognitively capable
()  Seek out internal simulation. individual.

(h) Embrace a lifelong learning experience.

13. Learning body-language is an acquired art. Understanding nuances of body-
language is desirable to develop an effective personality.
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PART IIl : BEARING AND TURNOUT

Bearing

14. Bearing is the way we carry ourselves and conduct our actions. This includes our
deportment, turnout, and attitude. It entails how we stand, walk, and carry ourselves. Good
bearing incorporates the following:-

(&) Good Body Posture. Ensure proper standing, walking, and sitting posture.

(b)  Self-Confidence. Self-confidence is an attitude that reflects our sense of
control, trust, and acceptance of ourselves. It is important to remember that our
demeanour and the way we conduct ourselves can have a big impact on our
professional life.

(c) Alertness. Alertness is the foundation of a poised demeanour. It involves
being fully present in the moment, actively listening, and responding with
attentiveness. A person who is alert appears engaged, approachable, and interested
in the interactions at hand.

(d)  Turnout. It means wearing the applicable dress in a proper manner, as per
the occasion. Proper turnout helps maintain balance, stability, and a graceful
appearance.

(e) Uniform. Wearing a uniform is a privilege granted to individuals who meet
specific standards and requirements. It involves belonging to an organisation or
group with a unique identity. An NCC cadet has the privilege of wearing the NCC
uniform, and must ensure they are always well turned out, leaving a positive
impression on their peers and the public.

INTERESTING FACT KEYS TO A GOOD POSTURE

» A professional bearing is the canvas
upon which confidence paints its
masterpiece. It is not a mask but a
reflection of an individual's inner
strength and preparedness.

Proper standing, walking, and sitting
Proper speaking posture

Gestures

Body movements

Facial expression

Eye contact

YV V V V V

Aspects to Be Ensured While Wearing Uniform

15. Some of the aspects that should be borne in mind are as under:-

@) Proper Fitting. Neither loose nor tight, allowing proper body movements, and
the length of the trousers is neither too short nor too long.
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(b)  Well Maintained and Worn Properly. The uniform should be well ironed,

free of wrinkles, and badges should be of proper pattern, shining, and well secured
with the help of Velcro and pins; the belt should be well polished and should not be
loose; the beret should be of proper size, the crest properly aligned to the left
eyebrow, and adequate tilt; and the shoes should be of proper size, well-polished,
shining, and laces tied properly.

(c) Do’s & Don’ts of Impressive Turnout. As under:-

(i)

(ii)

Do’s.

o Maintain Good Posture. Avoid slouching, maintaining an
upright posture.

o Walk Properly. Head should be straight; walk with confidence.

. Proper Fitting Uniform. Ensure the uniform is neat, clean, without
wrinkles, well ironed, and properly fitted. Wear the beret and accessories
in the proper way, and the belt and

shoes well-polished.

I COSPuppraprpn [ NGO GEREMONIAL UNIFORM SUMMER

Focus on personal hygiene, well- Hackle

trimmed hair, nails, etc. Beret Mono

. Proper _ Salutation & Scarf Rank

Greetings. Pay respect to the Name Plate #?t?girr\iulder

seniors by saluting properly and 7 Corner

exchanging greetings. Shirt Rajpath Badge

Don’ts. Belt Shashe
Gloves

. Wear a Dirty or Wrinkled | kamarband

Uniform. Ensure it's well Jhalar Trouser

cleaned and well ironed.

. Carry _Beret _in__Hand. Spats

The beret should be worn DMS Boots

properly at all times unless

specified.

o Maintain _Bad Posture. Avoid slouching while walking, sit

straight, and maintain proper body posture.

o Chew Gum or any Tobacco Product. Do not chew chewing

gum or any tobacco products while in uniform.

o Be Disrespectful to Others. Refrain from being disrespectful

to others in uniform.
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PART IV : ETIQUETTE

16. Social skills, etiquette, and manners are all related to how people interact with each
other and the world around them. They reflect your character, upbringing, and respect for
others.

17.  Social Skills. These are the skills people use to communicate and interact with
others. They include verbal and non-verbal communication, listening, empathy, and
respect.

18. Etiquette. This has to do with how individuals act, behave, and make decisions. It
encompasses soft skills, emotional intelligence, appearance, manners, and body language.
Etiquette is a common language that helps improve daily interactions.

19. Manners. This is how people consider and behave toward others. Manners are
directly related to how people treat others with dignity. Manners are the outward expression
of your inner character.

Social Skills

20. What are Social _Skills. The ability to interact and communicate with one another
both verbally and non-verbally, i.e., through body appearance, language, and gestures, is
known as social skills.

21. Improving Social Skills. Social skills can be improved by implementing the following:-

@) Be your Natural Self. It is important to express your true personality, i.e., by
being authentic and living your true character, exhibiting the imbibed values. Never
alter who you are on the inside for anything. Keep in mind that people are eventually
able to tell if someone is real or not. You would be more alone than ever if you
pretended to be someone you are not.

(b) Be Responsible. Being able to carry yourself with grace is one of the most
important aspects of social interaction. Being aware of what to do and how to act in a
social situation is crucial. People tend to shun those who behave in an undesired
and irresponsible way. Take responsibility for your actions and adjust your behaviour
as per the circumstances.

(©) Be Open and Approachable. Be balanced in your interactions with people
you are not familiar with. Being too shy and reclusive would not help, just as being
overly loud and gregarious would simply turn them away.

(d) Be Attentive. The ability to listen attentively is a prerequisite for interaction
and dialogue. Listen intently, and others will want to talk to you. Additionally, avoid
interrupting or offering suggestions or advice just when the other person is in the
middle of a conversation.
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(e) Be Polite. Being modest and grounded is a great approach to starting a
conversation. It makes a positive impression and reveals a great deal about your
confidence, demeanour, and manners. Being direct and honest is undoubtedly
beneficial, but tact is also necessary to retain mutual respect.

)] Be Aware. Being aware and perceptive of people's behaviour is crucial. For
example, observe whether the person you are speaking with is at ease discussing
the subject. Simply go on to the next subject if they appear uneasy or uninterested.

Examining Etiquette and Manners in Social Life

22.

Etiquette and Manners play a vital role in our social life. Following specific social

standards is necessary for proper social etiquette in order to live and cohabit peacefully
with others. It also affects how other people view and interact with you.

23.

Etiquette is a set of rules that specify appropriate social behaviour based on current

accepted standards in a community, social class, or organisation.

24.

Types of Etiguette. Following are some important types of etiquette:-

(@) Social Etiguette. Social etiquette is a set of accepted behaviours that are
considered desirable in interpersonal interactions. It is a way to show respect for
others and create a mutually respectful environment.

(b) Bathroom Etiquette. The collection of guidelines that one must adhere to
when using public restrooms or office toilets is known as bathroom etiquette. For the
benefit of the other person, leave the bathroom neat and orderly, just as you would
expect it.

(c) Table Ettiquette. Table etiquette (colloquially referred to as Table Manners)
is essential for showing respect and consideration for others while dining, ensuring a
pleasant and respectful atmosphere. When eating, avoid making noise and do not
leave the table until everyone has finished eating

(d) Work Etiquette. Work etiquette is a set of social behaviour expectations that
govern how people interact in a workplace. It includes a variety of aspects, such as
body language, communication, and how to use technology.

(e) Mobile Etiguette. In today's environment, cell phones are a blessing, but if
not utilised properly, they can also be a source of anxiety. Understanding how to
communicate with others via a mobile device is crucial.

(1) Speak Clearly. Speak clearly without mumbling. Maintain a moderate
volume, neither too loud nor too soft, and a balanced speech rhythm. Avoid
excessive speed or slowness to ensure clear understanding.
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(i) Introduce Yourself. It is important to introduce yourself over the
phone, even if you think your contacts already know who you are.

(iir) Don’t Use Speakerphones in_ Public. Don’t use speakerphones
where it can disturb others. For listening, use earphones.

(iv)  Avoid Texting in Work Meetings. Put your phone on silent or Do Not
Disturb mode to avoid distracting others.

(v) Avoid Distractions. Focus on the call. If required to put somebody on
hold, do so only after requesting them and don’t make them wait too long.

(vi) Respond Promptly. Answer a call on the second or third ring.

(vii) Keep Your Personal Calls Private. Make personal calls in a private
location, without disturbing others.

(vii) Don’t Use Your Phone When Meeting People in Person. Being
engaged in your phone during personal meetings is disrespectful to people
you are with. If urgent, excuse yourself, finish your call quickly, and put it
aside.

(ixX) Don't Take Phone Calls in Inappropriate Places. When answering a
call in a hospital, theatre, library, medical office, or place of worship, please
speak softly or, best, step outside to talk.

(x) Don't Use Your Phone While Driving. It is dangerous to use your
phone while driving, apart from being an offence.

IMPORTANCE OF ETIQUETTE

Make one appear as cultured version of oneself
Teach one how to talk, walk, conduct, and behave in society.
Essential for a good first impression.

Help one earn respect and appreciation in society.

YV V V V VY

Inculcate feelings of mutual trust and respect.

What are Manners

25. Regardless of our surroundings or the people we are with, manners are typically the
way we are supposed to act in society. Without guidelines for proper conduct, there would
be no laws, and everyone might act any way they pleased. A few aspects are:-

@) Respect

(b) Politeness.
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(c) Courtesy.

(d) Consideration .

HIGHER ORDER THINKING SKILLS (HOTS)

» What do "good manners"” mean to you? Give examples of good manners to be
practised at home and school.

PART V : INTERPERSONAL RELATIONSHIPS(IPR) AND CIVIC SENSE

26. Interpersonal relationships are social connections between individuals. This includes
family, friends, people you get to know at school, workplace, or in activites such as
volunteering.

27. Interpersonal Relationship. It is the exchange of information, feelings, and ideas
between people through verbal and non-verbal means. It can happen face-to-face, over the
phone, or online.

28. Interpersonal relationships can be improved through verbal and non-verbal
communication, active listening, and constructive feedback, developing empathy, and
managing relationships, as under:-

(@  Verbal Communication. This is the exchange of information through spoken or
written words. Avoid using technical phrases or jargon and be plain and succinct.

(b) Non-Verbal Communication. This is the communication that happens through
body language, facial expressions, tone of voice, and gestures. Understanding other
people's body language and being conscious of your own non-verbal clues are crucial.

(c) Active Listening. This is the ability to fully understand and respond to the
messages being communicated. It involves giving your full attention, asking questions,
and providing feedback.

(d) Constructive Feedback. This is feedback that provides guidance for
improvement while maintaining a supportive tone. It is important to be specific and
objective and to focus on behaviour or performance.

(e) Empathy. Try to understand the feelings and perspectives of others by putting
yourself in their shoes.

® Managing Relationships. Manage relationships by means of effective
communication, problem-solving, a proactive approach, building trust, and showing
respect.

(9 Resolve Conflicts Constructively.  When disagreeing with someone, point
out what you think should have been done, but also highlight what was done well.
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(h) Conflict Resolution and Problem-Solving Techniques in Interpersonal
Relationships. Some of the steps include defining the source of the conflict and
revealing the true needs of each party, finding a common goal, and using similarities as
a starting point for creative solutions. Create a safe environment for open
communication, recognise your part in the conflict and take responsibilities, empathise
with your partner, and understand their perspective to find solutions.

) Develop Trust and Mutual Respect in_Interpersonal Relationships. Trust
and mutual respect in interpersonal relationships can be developed by adopting
strategies such as fostering open communication, being consistent and transparent,
showing empathy, and respecting boundaries. Apologising and forgiving, listening
actively, and expressing due gratitude helps.

(k) Appreciating Diversity and Cultural Differences. Actively recognising and
respecting the unique backgrounds, beliefs, and practices of others, fostering
understanding and connection by embracing the richness that comes from different
cultures, rather than seeing differences as barriers.

() Promoting Inclusivity. Some of the methods of promoting inclusivity are being
an active listener, using inclusive language, creating a safe place, being mindful of body
language, creating model inclusive behaviour, encouraging participation, seeking
feedback, developing emotional intelligence, etc.

(m)  Preventing Discrimination. To prevent discrimination, it is important to create
formal policies, form diversity, equity, and inclusion groups, validate employees, and be
mindful.

Understanding Civic Sense

29. Civic sense is a way of thinking about one's role in society and the responsibilities that
come with it. It is more than just following rules and regulations; it is about being considerate
and responsible towards others and the environment. Civic sense is based on the idea that
everyone's actions affect the well-being of the community as a whole. Civic sense
encompasses behaviours, attitudes, and values that reflect respect, empathy, and cooperation
in interactions.

. -Civic sense
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Civic Responsibility

30. Civic responsibility is a broad concept that includes many things, such as:-

(@) Voting. Voting is a way to build democracy and ensure that elected officials
are held accountable.

(b) Paying Taxes. Taxes fund government services like healthcare, education,
and infrastructure.

(c) Following the Law. Obeying laws, including traffic signals, keeps citizens
safe and protects others.

(d)  Abiding by the Constitution. Citizens should respect the constitution and its
ideals.

(e) Community Service. Community service can help young people develop
civic responsibility and leadership.

)] Respecting Individual Worth. Treating everyone with care and respect and
recognising and embracing their differences.

CONCLUSION

31. Personality is important for NCC cadets because it helps develop the qualities that
make a person distinctive, such as their attitudes and behaviours. NCC aims to develop
these qualities in its cadets to make them useful citizens.

32. Some of the qualities that NCC aims to develop in its cadets include upright
character, bravery, friendship, selflessness, leadership, discipline, secular perspective,
adventure, sportsmanship and selflessness.

33. In addition to showing respect for their parents, teachers, and fellow cadets, NCC
cadets are expected to be kind, cultured, and sympathetic. Additionally, they must always
be disciplined and punctual.
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SUMMARY

> Personality development is the process of building and breaking down personality
traits over time, which distinguishes one person from another in terms of
behavioural characteristics.

» The personality of an individual can be enhanced by focusing on Self-Awareness,
Empathy, Critical Thinking, Creative Thinking, Problem Solving Skills, Decision
Making, Interpersonal Relationship, Effective Communication, Coping with
Emotions, and Coping with Stress.

» Various factors influence our personality at different stages of life. Every individual
has a diverse personality, and it is important to appreciate the diversity in
personality to understand the people in a better way.

» Some of the important facets of personality development are maintaining a good
body posture, maintaining good bearing and turnout, and inculcating the basic
etiquette and manners.

» NCC cadets should ensure that they maintain their uniform and wear it as per the
correct specifications and regulations.

» Understanding civic sense is knowing about one's role in society and the
responsibilities that come with it.

» Civic sense is more than just following rules and regulations; it is about being
considerate and responsible towards others and the environment.
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ASSESSMENT EXERCISE

Multiple Choice Questions

Q1. Which of the following can have an effect on the development of an
individual's personality?

€) Physical and mental capabilities.

(b) Health and physical appearance.

(©) Skin colour, gender, and sexual orientation.
(d)  All of the above.

Q2. Appreciating diversity in personality can help people understand the world
around them better and can:-

€) Promote open communication.
(b) Embrace constructive conflict.
(c) Provide training and education.
(d)  All of the above.
Q3. Which of the following is not a factor for shaping personality development?
@) Heredity. (b) Environment.
(c) Education. (d) None of the above.
Q4. What do you understand by bearing?
(@)  Ability to run fast.
(b)  The way we carry ourselves and conduct our actions.
(c) Ability to communicate.
(d)  All of the above.
Q5. Which among the following is a good standing posture?
(@) Standing with weight on one foot.
(b) Standing tilted.
(©) Standing with head bent down.
(d)  Standing straight.
Q6. Good bearing involves:-
@) Good body posture. (b)  Alertness.
(c) Self-confidence. (d) Slouching.
Q7. Which among the following is not a factor of the physical appearance of a person?

(&)  Texture of skin. (b) Educational background.
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(c) Hair colour. (d) Height.

Q8. Which is the best way of wearing a uniform with respect to a beret?
@) Carry it in hand.
(b) No beret is required with the uniform.

(c) Always wear a beret as a headgear to ensure the badge aligns with your left
eyebrow and tilts properly.

(d) The beret should be without a badge.
Q9. Uniform should not be :-
(&) Washed.
(b) Cleaned.
(c) Ironed.
(d)  Wrinkled.
Q10. What are the types of etiquette?
(@) Washroom etiguette.
(b)  Work etiquette.
(c) Eating etiquette.
(d)  All of the above.
Q11. What is empathy?

(@) The ability to put yourself in someone else's position and understand what
they are feeling.

(b) Feeling happy for someone else's hardships.
(c) Not showing any compassion.
(d) None of the above.
Q12. Some of the methods of promoting inclusivity are:-
(@) Being an active listener.
(b) Using inclusive language.
(© Creating a safe place.
(d) All of the above.
Q13. How can you become a good citizen?
@) By paying taxes.
(b) By ruining the environment.

(c) By cutting trees.
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(d) By jumping a traffic light.
Q14. Being a decent citizen of your country includes things like:-
@) Keeping the environment clean.
(b)  Taking a shower twice a day.
(c) Buying food from the modern market.
(d) Driving in a car.
Q15. Civic sense is a way of thinking about:-
(@ One'srole in society and the responsibilities that come with it.
(b) No role towards society.
(c) Blaming others.
(d)  All of the above.

Short Answer Questions

Q1. Define personality.

Q2. What do you understand by values?

Q3. What entails good posture?

Q4. What are the social skills?

Q5. What do you understand by mobile etiquette?

Long Answer Questions

Q1. What are the factors influencing/shaping personality?

Q2. What do you understand by physical appearance? List out the factors which
influence physical appearance.

Q3. What are the aspects an NCC cadet should keep in mind while wearing a uniform?
Q4. What do you understand by etiquette and list out the types of etiquette.

Q5. What do you understand by verbal and non-verbal communication?
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PERSONALITY DEVELOPMENT & LEADERSHIP (SD/SW)
CHAPTER PDLS Ill: PRACTICE FOR GROUP DISCUSSION

"The aim of argument, or of discussion, should not be victory, but progress."

TEACHING INSTRUCTIONS

Period . Two (02)

Type . Lecture and Practice

Year :  2nd Year & 3rd Year SD/SW

Conducting Officer :  Associate NCC Officer

Training Aids . Script/Lesson Plan; Board & Markers/OHP with Screen;

Presentation, Charts or Diagrams; Mock discussions on Chosen Topics;
Brainstorming Activities to Generate and Discuss ldeas Collaboratively.

Time Plan

e Introduction : 03min (2" Year)
e Partl : 12 Mins

o Partll : 16 Mins

e Partlll : 09 Mins

e PartlV : 20 Mins (3" Year)
e PartV : 17 Mins

e Conclusion ;03 Mins
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INTRODUCTION

1. Group discussion (GD) is a conversation being structured in its nature where a group
of people exchange their individual ideas, share perspectives, and solve problems. It is
often used by employers to assess a candidate's soft skills, such as their ability to
communicate, collaborate, and think.

LEARNING OBJECTIVES

» Preparation aspects for the group
discussion.

» Aspects while discussing.

» Manner in which to conclude a group
discussion.

» Ensuring time management for the
group discussion.

» Role played by the moderator during
the group discussion.

PREVIEW DID YOU KNOW?

The lecture will be conducted in the || » Group discussion emerged as a
following parts: testing tool in the 1940s, initially in

(@ Part | : How to prepare for Group the context of market research.

Discussion » ‘Focus Groups’, a type of group
discussion, was used during World

Partll : H [ :
(b) Part ow to discuss War 1l to analyse the effectiveness of

(c) Part Il : How to Conclude propaganda.
(d) Part IV : Time Management > This method has since expanded into
(e) PartV : Role of Moderator various fields, including academic

settings, and recruitment processes.

PART | : HOW TO PREPARE FOR GROUP DISCUSSION

What is a Group Discussion

2. Group Discussion (GD) involves a group of IMPORTANT
|nd|V|dua.Is coming t(_).geth.er to .sharg different 3 C’s of Group Discussion
perspectives on a specified issue/topic. It is generally > Content

used in the selection process wherein shortlisted
candidates will be informed of a specific date and time
slot assigned to them. On that day, a group of 10-15
candidates will gather around a table in a room. They will be given a topic to think about
and discuss for a set period. This discussion will be monitored by one or two panellists or
moderators who will evaluate each candidate based on specific criteria, including
personality traits, teamwork skills, and overall awareness.

» Communication
» Cooperation
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Preparation for a GD

3.

Over the years, most organisations have integrated this tool into their selection process

to evaluate the overall personality traits of candidates. A group discussion is a test that not
only assesses knowledge but, more importantly, the character of an individual. It is never
too early or too late to begin preparing for a group discussion because character
characteristics take time to develop.

4.

Aspects to keep in mind while preparing for group discussion are as under:-

€) Research Topics. Begin by conducting in-depth research on the topics or
subjects that are likely to be covered in the group discussion. Familiarise yourself
with its different facets, collect pertinent facts, and get ready to share informed
insights. Anticipate possible arguments and perspectives that may come up during
the discussion. This preparation will enable you to formulate counterarguments and
engage more meaningfully in the conversation.

(b)  Organise Thoughts. To organise your thoughts for a group discussion,
consider the following strategies:-

0] Be a good listener by being patient and acknowledging others.

(i) Articulate your views logically and structure your thoughts.

(i)  Craft a structured agenda with key topics and subtopics.

(iv)  Clearly define the purpose of the discussion and introduce the topic.

(V) Set ground rules for respecting others' opinions and staying focused on
the topic.

(c) Rehearse/practice Before the GD. Before you formally go for
participating in a group discussion, seek help from your friends or family members to
assist you by practicing a mock discussion in a group practice session. Make use of
technology by watching sample videos of online group discussion.

(d) Improve Speaking and Reasoning Skills. = Whenever you get an
opportunity, do participate in public speaking to build upon your confidence and
skills. Use practice questions to hone in on your reasoning skills.

(e) Work upon your Body Language and Posture. Body language and
posture in a group discussion is an important type of non-verbal communication
determining a person's personality, confidence, and leadership abilities. Remember
that everything you do will be watched, including how you approach the room, speak,
sit, and respond. Therefore, sit up straight, maintain your composure, dress
professionally, and avoid looking tense at all times.
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)] Practice Identifying Key Points. To identify key points during a group
discussion, practice considering the following tips:-

(i) Maintain your position with ideas that clearly support the topic of
discussion.

(ii) Recap the discussion, connect the dots, highlight the key points, and
summarise them.

(iii)  Listen respectfully to others' viewpoints.
(iv)  Stay informed on current affairs and relevant topics.

(v) Engage in mock group discussions with peers to simulate real-life
scenarios.

(9) Practice Meaningful Discourse. To have a meaningful discourse during a
group discussion, practice considering the following tips:-

(i) Set clear objectives for the discussion.
(ii) Select diverse participants to gain a well-rounded perspective.

(iii)  Establish trust and comfort to encourage open and honest
communication.

(iv)  Create a structured agenda to keep the discussion focused.

(v) Listen actively to others' perspectives and respond with respectful
feedback.

(h) Practice Adherence to Time Limits. Every group discussion has a set
time limit. As a participant, you must practice and rehearse to convey your viewpoint
meaningfully within the available time constraints.

PART Il : HOW TO DISCUSS

5. Some of the aspects and strategies to be kept in mind while discussing during a
group discussion are as under:-

(@) Try and Take the Lead. In a group discussion, it is critical to know when to
start a conversation. Some individuals assume that speaking first helps catch the
attention of the interviewer, but that is not always the case because it can backfire as
well. If you have useful information or data that are pertinent to the subject, you can
talk first; otherwise, it is best to speak at the breaks between discussions. Listen to
other participants and then modify your response if you are unclear or perplexed
about the topic of the debate.
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(b) Don’t be Aggressive. Pay attention to your words and delivery in a group
discussion. In a group conversation, a lot of people will have opinions that are
different from your own. Respecting other viewpoints and expressing your own in an
assertive rather than hostile manner is essential. Keep in mind that you should never
yell out of anger. You will appear more confident if you can keep your cool and
control your emotions. You can use the following expressions to politely voice your
opinions.

0] If you do not agree with someone, you can say, "l respect your
viewpoint, but | disagree. | hold a completely different opinion."

(i) When you agree with someone, you can use the phrase "I am in
agreement with you; | also have the same point of view."

(i) Other than the above two scenarios, you could be in situations where
you partially disagree with someone. In such situations, say something like, "I
agree with you to some extent, but | do not fully support your position."

(iv)  If you need to intervene at some point, do so by saying, "I am sorry; |
would like to interrupt you there."

(V) To contribute to an ongoing discussion, you may say, "Apart from that,
| wish to add..." Using suitable language, like the ones listed above, shows
that you are open to different points of view while maintaining your own
viewpoint.

(c) Communicate Effectively. Effective communication in a group discussion is
crucial, as it involves how well you present your views and how convincing your
arguments are to both the interviewers and other group members. It is crucial to
speak with absolute clarity, not only to get your point across but also to leave a
positive impression through your speech.

(d) Respectful Listening and Articulating Viewpoints of Participants. Group
discussion is not just about speaking. It is not just waiting for your turn to speak. It is
important to listen carefully to what the others have to say and comprehend the
same. According to the famous psychologist Carl Rogers, "Listening is the most
fundamental and effective way to connect with another person." Simply pay
attention. Give a nod of agreement and show that you comprehend the viewpoints
expressed. This promotes an atmosphere of openness and respect for one another.
Active listening techniques include:-

(1) Listening to the conversation carefully.
(i) Showing interest.

(i) Noticing non-verbal cues.
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(iv)  Using open-ended questions to elicit more answers.
(V) Reflecting back on what has been stated and paraphrasing it.

(e) Maintain _Proper Body Language and Posture. During the discussion,
ensure that you maintain proper positive body language and posture, which will
reflect upon your personality, confidence, and leadership abilities.

)] Avoid Deviating from the Topic. Try to focus more on the speech's content
than its duration to prevent deviating from the subject. Try to steer the conversation
back on course if it veers off subject. Making an effort to keep the group focused will
show the interviewers that you are a leader.

(9) Meaningful Discourse. To have a meaningful discourse during a group
discussion, consider the following tips:-

0] Set clear objectives for the discussion.
(i) Select diverse participants to gain a well-rounded perspective.

(i)  Establish trust and comfort to encourage open and honest
communication.

(iv)  Create a structured agenda to keep the discussion focused.

(V) Listen actively to others' perspectives and respond with respectful
feedback.

(h)  Constructive _and Respectful Counterarguments. Putting a counter
argument politely and respectfully allows it not to be misconstrued as a personal
attack and paves the way for constructive dialogue. Listen to understand and not to
reply. Accept the wisdom that others may have to offer, understanding that
uncertainty and sense of inquiry can spur development.

()] Adherence to Time Limits. When having group conversations, time is a
crucial resource. To guarantee that everyone gets a chance to contribute, be aware
of time constraints. John Milton's sage advice, "They also serve who only stand and
wait,” serves as a reminder that insightful things can be discovered even in quiet
times. Honour the waiting turn of every participant.

(K) Try and _Summarise the Discussion. You can grab the interviewers'
attention by summarising the entire group conversation and emphasising the key
aspects. Keep your synopsis brief and pertinent. Additionally, be careful to give an
objective summary rather than a biased one.

)] Don’t Give Up. Making several submissions during your session is the final
piece of advice for group discussions. If you have a compelling response to other
participants' viewpoints, you are welcome to join the conversation more than once.
This will support your position.
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PART Il : HOW TO CONCLUDE

6. A well-structured conclusion aims to bring the discussion back to the main topic,
ensuring that everyone understands the key points and agrees on the main arguments. It is
important to effectively summarise the main points discussed by the group while highlighting
the key essential important aspects and offering a convincing concluding note on the final
perspective on the topic, acknowledging the consideration of different views of participants:-

€) Summarise Key Points. The main points, ideas, and arguments that
emerged during the course of the group discussion are briefly recapped.

(b) Clarify Next Steps. Offer a concise final perspective by sharing your overall
viewpoint/opinion or takeaway of the aspects discussed during the course of
discussion.

(c) Seek Agreement on Final Perspective. Seek a common viewpoint of
all the participants while convincing them that the different perspectives
shared/offered by all the participants have been duly considered.

(d) Express Gratitude. Express sincere gratitude to all the participants for an
enriching and interesting discussion.

(e) Invite Feedback. Do obtain feedback from all the participants for facilitating a
better and more constructive future discussion.

)] Ensure Closure. End the discussion on a positive note, suggesting future
courses of action or areas for further exploration.

7. When having group conversations, time is a crucial resource. To guarantee that
everyone gets a chance to contribute, be aware of time constraints. John Milton's sage
advice, "They also serve who only stand and wait," serves as a reminder that insightful
things can be discovered even in quiet times. Honour the waiting turn of every participant
and utilise the time to formulate further points. Effective time management in a GD helps in
keeping the discussion focused and on track and also ensures that the important aspects
are discussed in greater detail and depth.

PART IV : TIME MANAGEMENT

8. Some of the measures for managing time in group discussions are as under:-

(@) Set Clear Objectives and Goals. Ensure all participants are aware of the
objectives and goals for the discussion.

(b) Utilise a Timer Instrument. A timer instrument can help keep the discussion
moving at a steady pace.

(c) Ask Pertinent Questions. Ask questions that help keep the discussion on
track and focused on important topics.
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(d) Topic-Based Distribution of Time. Divide time among topics so that
important issues can be discussed in greater depth and detail.

(e) Prioritise Tasks. Specify your priorities so teammates can focus on them.

)] Effective Teamwork while Planning. Work together to plan how to manage
time and how to accomplish tasks in the given time frame.

(9) Provide Feedback. Provide feedback and summaries to help keep the
discussion on track.

(h) Use Facilitation Techniques. Use techniques to help keep the discussion
moving and focused on the main topic.

Roles in a GD. GD is a group conversation that is collaborative in nature. These

conversations involve participants. Your chances of being chosen may be impacted by your
GD role. Choose your role smartly, as under:-

(@) Opener. The candidate who initiates the group discussion is an opener or a
beginner. As they go first, there is very little time for them to prepare their arguments.
Volunteer for this position only if you know the topic well.

(b) Facilitator/Moderator. A facilitator or moderator ensures that no participant
is getting interrupted while making arguments. They also make sure participants are
following the rules properly.

(c) Seeker of Information. These group discussion participants are not aware of
the topic and look for arguments in statements made by others.

(d) Opinion Seeker. This person has no stand; they look for an opportunity to
accumulate information and create an opinion.

(e) Analyst. They analyse and clarify the arguments and opinions discussed
during the group discussion.

() Community Supporter. These individuals in a group discussion do not have
any strong opinion. They support everyone in the discussion.

(9) Reliever. They witness the problem with a broader perspective.

(h) Energy Spreader. These group discussion participants are active and
indirectly motivate others to speak up.

()] Bridge Creator. They concentrate on coming to a common ground and
finding an optimum solution to the given problem.

(K) Summary Maker. This GD participant is in charge of bringing the
conversation to a close.
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PART V : ROLE OF A MODERATOR

10. Role of a Moderator. A discussion or debate moderator is a person whose job it is to act
as an impartial participant in a debate or discussion, enforce time limitations on participants, and
attempt to prevent them from deviating from the debate's main points.

(@ Guide the Discussion. The moderator helps move the discussion from start to
finish in a fun and engaging way.

(b) Introduce Speakers. The moderator introduces the speakers and panellists.

(© Keep the Discussion on Track. The moderator helps keep the discussion on
topic and within time limits.

(d) Encourage Interaction. The moderator encourages interaction between the
speakers and audience.

(e Manage Time. The moderator keeps track of time and moves through the agenda.

® Engage the Audience. The moderator engages with the audience through polls,
chat, and Q&A.

(99 Avoid Judgement. The moderator avoids making judgemental statements or
sharing their own opinion.

Importance of Group Discussion

11. With several advantages for both individuals and organisations, group discussions are a
crucial instrument for both professional and personal development. The following are a few
advantages of group discussion:-

@ Exchange of Ideas. People can share knowledge and thoughts on the platform
that GD offers. This may result in fresh viewpoints, insights, and problem-solving
techniques.

(b) Skill Development. It aids in the development of crucial abilities like teamwork,
communication, critical thinking, and problem-solving. In both personal and professional
settings, these abilities are crucial.

(©) Increased Confidence. People can learn how to successfully communicate their
thoughts and opinions in front of others and develop their confidence in doing so through
group discussions.

(d) Facilitate Decision-Making. Group discussion facilitates better decision-making
by considering the various viewpoints and perspectives of individuals participating.

(e Facilitate Team Building. It helps to develop mutual trust and respect among the
group members, thereby facilitating the building of effective, strong teams.
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® Increased Learning. The participants in a group discussion have different
backgrounds, knowledge, experiences, and expertise, which foster increased learning
processes, by broadening their knowledge and understanding of a particular topic.

HIGHER ORDER THINKING SKILLS (HOTS)

> You have been assigned a science project in your school, and you have been
made the leader of the project. You have a team under you to assist you in
completing the project. In this context, what difference do you appreciate
between Teamwork and Team Building?

CONCLUSION

12. It is evident that group discussion is a process that judges the suitability of
individuals in a group by assessing their overall personality—expressions, thoughts, feelings,
and behaviour.

13. A group discussion can also be used for learning, problem-solving, and making
appropriate decisions. On a personal level, group discussion helps to improve
communication skills and self-confidence, enhances teamwork capability, and develops
critical thinking skills.

SUMMARY

» The process of exchanging opinions on a particular topic among a number of
participants is called group discussion. Many organisations/institutions usually
incorporate a group discussion in their selection process. The applicants discuss an
assigned subject in order to offer information, viewpoints, and conclusions.

> A group discussion not only reflects the intelligence level of an individual participating
in it but also throws light on their character traits. Character traits are not built over a
day, and hence you need to practice for group discussion.

> Before you face a GD, it is imperative that proper preparation is done by thoroughly
researching the topics, gathering relevant facts and figures, practicing the art of
active listening and develop the ability to articulate the viewpoints.

» The moderator's role is to serve as an impatrtial participant in a debate or discussion.
They enforce time limits for participants and work to ensure that the conversation
stays focused on the relevant questions being addressed.

» Group discussions are a valuable tool for both professional and personal development,
providing both individuals and organisations with a number of advantages.
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ASSESSMENT EXERCISE

Multiple Choice Questions

Q1.

Which among the following qualities is important for a participant in a group

discussion?

Q2.

Q3.

Q4.

(@) Emotional stability.

(b) Being hostile.

(c) Being Ignorant.

(d) Being angry at other participants.

In a group discussion, one must communicate with:-
@) Hostile attitude.

(b)  Showing Ignorance.

(c) Knowledge supported by facts.

(d) Lengthy sentences during conversation.

While participating in a group discussion, we should be:-
(@)  Assertive. (b)  Aggressive.

(c) Subijective. (d) Ignorant.

Which among the following aspects should be prepared before the group

discussion?

Q5.

Q6.

€) Researching topics.

(b) Identifying key points

(c) Organising thoughts.

(d)  All of the above.

Which of these factors does not enhance listening skills?
(@) Paying attention.

(b) Having a clear preconceived notion.

(©) Being fake.

(d) Being frank.

What is a group discussion?

(@) A debate between two individuals.

(b) A conversation between friends.

(©) An organised discussion among a group of people.

(d) An individual presentation.
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Q7. Bodylanguage is atype of:-
(@) Verbal communication.
(b) Non-verbal communication.
(c) Not associated with communication.
(d) Both verbal and non-verbal communication.
Q8. Inagroup discussion, participants are evaluated based on:-
(@) Their ability to dominate the conversation.
(b)  Their listening skills and participation.
(c) Their ability to stay silent.
(d)  Their ability to avoid sharing opinions.
Q9. Which of the following is a key skill in a group discussion?
@) Interrupting others.
(b) Passive listening.
(c) Nonverbal communication.
(d) Ignoring others' opinions.
Q10. What is the role of a moderator in a group discussion?
(@) To dominate the conversation.
(b)  To facilitate and guide the discussion.
(c) To criticise participants' opinions.
(d)  Toremain silent throughout the discussion.
Q11. What should participants avoid doing during a group discussion?
(@)  Active listening.
(b)  Sharing relevant examples.
(c) Interrupting others.
(d)  Asking clarifying questions.
Q12. How can participants show respect for each other during a group discussion?
(@) By dominating the conversation.
(b) By avoiding eye contact.
(©) By criticising others' opinions.

(d) By giving everyone an opportunity to speak.
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Q13. A person who initiates discussion in a group discussion is called:-
€) Moderator.
(b)  Opener.
(c) Reliever.
(d)  Analyst.
Q14. Which aspect of candidates’ personality does a GD helps to assess?
(@) Overall personality.
(b) Communication skills.
(c)  Teamwork capability.
(d)  All of the above.
Q15. Which among the following is an advantage of group discussion?
@) Facilitate decision-making.
(b) Increased teamwork.
(c) Enhanced learning.
(d)  All of the above.

Short Answer Questions

Q1. What do you understand by group discussion?

Q2. Effective communication is important for group discussion. What is meant by
effective communication?

Q3. What does body language entail?
Q4. Write a short note on preparation for group discussion.
Q5. Write a short note on the role of the moderator in group discussion.

Long Answer Questions

Q1. What do you understand by preparation for group discussion? What does it entail?
Q2. Elucidate the tips and strategies for how to discuss for group discussion.

Q3. What are the common objectives of a group discussion?

Q4. Briefly describe the role and responsibilities of a moderator in group discussion.

Q5. Elucidate the importance of group discussion.
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PERSONALITY DEVELOPMENT & LEADERSHIP (SD/SW)
CHAPTER PDLS IV: PUBLIC SPEAKING SKILLS

“There are three things to aim at in public speaking: first, to get into your subject,
then to get your subject into yourself, and lastly, to get your subject into the heart of
your audience.”

TEACHING INSTRUCTIONS

Period . Four (04)

Type . Lecture and Practice

Year . Oneeachin 1st Year & 2nd Year; Two in 3rd Year SD/SW
Conducting Officer :  Associate NCC Officer

Training Aids . Script/Lesson Plan; Board & Markers/OHP with Screen;

Presentation, Charts or Diagrams; Videos of well-structured speeches and Practice
of Short Speeches on Random Topics.

Time Plan

e Introduction : 05Mins (1stYear)
e Partl : 35 Mins

o Partll : 20Mins  (2nd Year)
e Partlll : 20 Mins

e Partlv : 40 Mins  (3rd Year)
o PartVv . 35Mins  (3rd Year)

e Conclusion ;05 Mins




94

INTRODUCTION

1. Oratory, another name for public speaking, is the art of giving speeches on a variety
of topics in front of an audience. Public speaking has always been important from a leader’s
viewpoint, keeping the need for strong rhetorical abilities to effectively express one's
opinion.

LEARNING OBJECTIVES

» Developing strategies for a confident
self-presentation & stage presence

» Voice modulation-adjusting pitch,
tone, and volume for impact

» Body language-conveying messages
through gestures and expressions

» Articulation-maintaining clarity and
precision in speech

> Audience relation habits-audience
engagement & feedback

PREVIEW INTERESTING FACTS

The lecture will be conducted in the » The Greek philosopher Aristotle is
following parts:- considered the founder of Rhetoric,
. ) : the study of persuasion in public
I(Dar)esFe)irctel + Self-Introduction & Stage speaking. He identified three modes
_ _ of persuasion, Ethos (credibility),

(b) Part Il : Voice Modulation Logos (logic), and Pathos (emotion).
(c) Part lll : Body Language » The Roman orator Cicero developed
(d) Part IV : Speech Articulation a five-step process for creating a
) _ ) persuasive speech:- Invention,

Delivery

PART I : SELF INTRODUCTION & STAGE PRESENCE

2.  When you meet someone for the first time, you need to introduce yourself. This
could be to an individual, a group, or an audience during a presentation. To make a
positive impression, it's crucial to grasp the key principles of delivering a self-introduction
in public speaking.
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TIPS FOR SELF-INTRODUCTION IN
PUBLIC SPEAKING

o

» Start your self-introduction with
confidence.

el ‘ » Throw light on your background and
expertise.
: » Connect with the audience.
7\

» Ensure being passionate &
enthusiastic.

» Ensure proper body language and
posture.

> Conclude with a call to action.

Self-Introduction in Public Speaking

3.

Addressing a group or giving a speech in public can be a fantastic opportunity to

create a friendly environment for yourself. There will be numerous opportunities when you
will frequently have to give a self-introduction speech when you meet new individuals or
address a gathering, in which you describe yourself, your work, your hobbies, and how you
want to accomplish your objectives. Making sure your self-introduction makes a good
impression on both you and your audience is crucial. Here are some popular tips for
effective self-introduction in public speaking.

@) Start _your_Self-Introduction _with Confidence. Confidence is the most
important aspect while introducing oneself to seek the attention of the audience. You
may also raise a thought-provoking question, a story,or an anecdote that holds the
audience's attention and gives them a sense of what to expect.

(b) Highlight Your Background and Expertise. Your personality will be
reflected in your job experience and level of education. Therefore, it is crucial to
highlight your line of work. Briefly describe your accomplishments, credentials, and
relevant experience that demonstrate your authority and build your reputation.

(c) Connect With the Audience. People tend to pay attention to those who have
similar interests and expertise. Focusing on a common ground is an effective way to
establish a meaningful connection with the audience. You can achieve this by
sharing a personal experience that resonates with them or by showing that you
understand their needs, interests, or challenges. Discussing creative ideas and
projects, as well as incorporating storytelling or narrative development, can also
enhance your connection.

(d) Be Enthusiastic & Passionate. When talking about a variety of subjects or
topics, it is critical to engage your audience with enthusiasm and energy. Sharing
passionate and sincere highlights about yourself will really make your introduction
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stand out. Keep in mind that your self-introduction might make an impression if you
are passionate and eager.

(e) Maintain Proper Body Language. Ensure to maintain proper body language
when addressing an audience, which is essential for fostering a connection and
engaging them personally. Individuals who utilise effective and positive body
language tend to be perceived as trustworthy and responsible.

)] Conclude with a Call to Action (CTA). The conclusion of your self-
introduction should emphasise a clear call to action, which enables the audience to
engage in meaningful conversation, focus on relevant questions, and actively
participate further.

4. Example of Self-Introduction.

€) Background. Mr. Rahul Singh is a fresher who graduated with a bachelor’'s
degree in mechanical engineering from [IT Mumbai. He has got an opportunity to join
ACME Engineering Company's internship program. He has been asked to give a
self-introduction about himself before the selection board comprising gentlemen and
lady members.

(b)  Self-Introduction by Mr. Rahul Singh. Good morning, ladies and
gentlemen. My name is Rahul Singh. | recently graduated with a bachelor’s degree
in mechanical engineering from IIT Mumbai. Academically, | focused on
manufacturing and design courses, and my CGPA was 8.9 out of 10. As college
sports secretary, | organised many athletic events, which improved student
participation by 30%. | believe my strong technical foundation and leadership
experience have prepared me well to contribute as a mechanical engineer here. In
my free time, | enjoy listening to music and watching movies. | am excited by the
opportunity to join ACME Engineering Company's internship program and am
confident | can meet project expectations successfully.

Stage Presence

5. It is the ability to capture the audience's interest with one's outstanding demeanour
or appearance. Stage presence is essentially a non-verbal form of communication and can
be developed with the right guidance and knowledge. Here are various ways you can build
a powerful stage presence:-

(@) Presentable Attire. Every time one has to deliver an important presentation,
speech, or session, one should always make sure that he is dressed decently in
presentable attire.

(b) Body Language. There are two basic components of body language on
stage — Stance and Posture. A good stance on stage is where you stand with
your legs apart at shoulder length. (You should avoid leaning on one leg or

NE
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anything nearby.) A good posture is when you stand with your chest up, back
straight, and straight gaze. A good posture and stance go a long way in convincing
your audience that you are competent, confident, and credible.

(c) Hands and Gestures. Five things to remember for gestures while speaking:

(i) Keep your hands above your waist and use gestures to convey
confidence and conviction.

(ii) Keep your palms open and visible to your audience from time to time.

(iii)  Believe in what you are saying, and your gestures will be natural and
not awkward.

(iv)  Use gestures at key moments to reinforce the message.

(v) Do not try to imitate someone else’s gestures. Find your own style.

(d) Eye Contact. Eye contact with the audience conveys your confidence,
truthfulness, and authenticity of what you speak. Every time you look into the eyes of
your audience, it not only builds a connection with them but also builds a powerful
stage presence. Whether on stage or in person, eye contact is important.

(e) Confident Smile. A smile is another non-verbal form of communication.
When you smile confidently before an audience, you convey an emotion that says, “I
am confident and strong, yet | am not threatening.” This complexity of character
makes you look very charismatic. We are often mesmerised by the complexity of
character.

Here are some strategies to help you develop confidence and stage presence for a

presentation:-

(@) Prepare. Practice your presentation multiple times in a dedicated space and
set up any visual aids.

(b) Be Positive. Try to look at the situation positively and remember the time and
effort you put into your presentation.

(c) Focus on the Audience. Consider your audience and focus on the message
you want to convey.

(d) Set Goals. Setting goals can help you stay grounded and achieve what you want.

(e) Use Body Language. Use confident body language.

(f)  Visualise Success. Visualise yourself succeeding in your presentation.

() Conduct a Self-Confidence Analysis. Consider techniques to help you
develop trust in yourself.
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(h)  Consider Rituals. Start your presentation with rituals.

() Memorise your Speech. Memorise key points of your speech or
presentation, but don't try to cram it verbatim. Remembering how the talk is
‘structured’ helps obviate need for recalling it word by word

(k) Manage ‘Imposter Syndrome’. Imposter syndrome is the harboured feeling
of being inadequate or unqualified despite the evidence of success or achievements.
One tends to fear being exposed as an ‘imposter’, attributing one’s accomplishments
to luck rather than ability. Believe in your abilities and training, especially in moments
of self-doubt.

(D Consider Virtual Settings. Even in virtual settings, audiences still rely on
vocal cues and body language to assess competence.

PART Il : VOICE MODULATION

7. Voice modulation is the adjustment of pitch, tone, and volume during speech, and it
is a key factor in group discussions. Excitement and enthusiasm can be expressed by
means of voice modulation in public speaking. By raising the pitch, increasing his volume of
speech, and speaking more quickly, a speaker can energise the audience. Conversely,
using a controlled pace, a steady tone, and a lower pitch can help establish the speaker's
authority and confidence.

TIPS FOR IMPROVING YOUR VOICE
MODULATION

Y

Practice variation
Stress on powerful words
Avoid "ahs" and "uhms"

Sound enthusiastic and confident

vV VYV V V¥V

Record and review your speech

8. Some components of voice modulation include:-

(@) Pitch. The ups and downs of your voice when you speak. Pitch can fluctuate
between low, medium, and high tones.

(b)  Tone. The emotional quality of your voice. You can experiment with different
emotional tones like happiness, sadness, anger, or surprise.
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(©) Timbre. Timbre is the quality of a voice's tone, or the character of a sound,
and is a key factor in voice modulation. A person maintaining a good pitch and
intensity is heard the most.

(d) Tempo. Tempo is the speed at which someone speaks, and it is a component
of voice modulation. Tempo can indicate a speaker's emotions and intentions. It can
be fast-paced, slow-paced, or at a normal pace.

(e) Emphasis. Emphasis in voice modulation is the act of stressing a word or
phrase to indicate its importance.

() Volume. Volume is a key aspect of voice modulation, which is the use of
pitch, tone, pace, and volume to convey a message. Volume refers to how loud or
soft your voice is, and it can be used to indicate the energy, passion, and importance
of your message.

(9) Pauses. Pauses are a powerful tool in voice modulation that can help you
structure your speech, create emphasis, and capture your audience's attention.

9. Voice modulation in a Group Discussion can help to:-

€) Convey Emotion. You can use different tones, pitches, and volumes to
express how you feel about a topic. For example, you can use a higher pitch and
louder volume to express excitement, or a lower pitch and softer volume to express
seriousness.

(b) Emphasise Points. You can use voice modulation to emphasise important
words or phrases.

(c) Engage the Listener. Voice modulation can help keep the listener engaged.

(d)  Sound Natural. You can try to sound like yourself when you speak and
practice with a friend to find your own vocal habits.

(e) Be Polite. When disagreeing, you can speak politely and present your
opinion without raising your voice.

Developing Voice Modulation Skills

10. To succeed in public speaking, it is essential to learn how to modulate your voice.
This skill enhances communication, captivates your audience, and leaves a memorable
impression. By understanding the elements of voice modulation and honing them with
effective techniques, individuals can become more engaging, authoritative, and credible
speakers. Mastering voice modulation is crucial for anyone aiming to excel in public
speaking. You can enhance your voice control and delivery for greater impact by practicing
the following strategies :-

€) Breathing and Posture. Try practicing diaphragmatic breathing to improve your
voice. This method entails inhaling deeply to expand your diaphragm and then exhaling
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completely to release all of the air. To let your speech flow freely, stand tall, keep your
shoulders relaxed, and keep your chest wide.

(b)  Vocal Warm-ups and Exercises. Lip trills and humming are excellent ways to warm
up and relax the speech muscles. Try working through your musical range by progressively
going up and down in simple scales.

(c) Articulation _and Pronunciation.  Practice your tongue and lip movements to
enhance your diction and clarity. Try doing exercises that focus on particular speech
sounds and tongue twisters to strengthen your articulatory muscles.

PART 11l : BODY LANGUAGE

11. Body language uses postures, gestures, and hand signals to support and amplify the
spoken message. It assists us in expressing feelings and goals that words alone might not
be able to fully capture.

Body Language
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12. Body language can play a significant role in public speaking by helping to:-

@) Convey Meaning. Body language can help convey emotions and intentions
that words alone may not be able to express. For example, nodding your head can
indicate understanding, while shaking your head can indicate disapproval.

(b) Build Rapport and Connect with the Audience. Positive body language
can help build rapport with others and leave a good impression. Body language can
help you draw your audience in and make them feel like they are part of the
conversation.

(c) Improve your Confidence. Practicing your body language can help you feel
more comfortable and confident on stage. Positive body language, such as walking
upright and shaking hands confidently, can indicate confidence and security.

(d) Reinforce your Points. Your body language can help emphasise and clarify
what you are saying.

(e) Show Engagement. Leaning in slightly when someone else is speaking can
show interest and engagement.

-
ity & piscipLING
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)] Show Openness. Keeping your arms open and relaxed can show that you
are open to others' ideas and feedback.

(99 Show Respect. Maintaining eye contact and nodding can show genuine
interest and respect.

(h) Understand Others. Being able to understand and interpret other people's
body language can help you pick up on unspoken issues or feelings.

Poor Posture  Good Posture  Poor Posture
- | : TIPS FOR USING BODY LANGUAGE

forward

ol EFFECTIVELY
4~ Rounded
h Stoulders > Make Eye Contact. Focus on individual
k Hieak listeners to establish a connection.
Sway W& \) abdominal

» Control _Mannerism. Avoid nervous
expressions like putting your hands in your
pockets or nodding your head too much.

» Act Out Verbs. Use your hands, face,
or whole body to physically act out

verbs.
DID YOU KNOW?

» Move Around. Move to different spots
on stage for each main point.

» A speaker's body can be an effective
tool for emphasising and clarifying the
words they use while reinforcing their
sincerity and enthusiasm.

» Practise. Practise in a space where you
can move around freely so you can
become more comfortable and
confident.

Don't rub nose,
eyes, neck, head etc

e ( )
‘_“ A
/3 .

Dont No
Shake Crossed
Legs! Legs

Body Postures Which Are Better Avoided
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PART IV : ARTICULATION

13.  Articulation in public speaking is the ability to speak clearly and precisely so that the
audience can understand the message. It involves using the right pronunciation, grammar,
volume, and rate of speech. Articulation also refers to the physical movements of the lips,
tongue, teeth, and vocal cords to form sounds and words.

Importance of Articulation in Public Speaking

14.  The importance of articulation in public speaking is as under:-

(@) Helps the Audience to Understand. When sounds are slurred or dropped, the
audience may not understand the word.

(b) Adds Confidence and Authority. Articulating well can make a speaker more

persuasive.
(c) Helps Maintain Audience DIDYOU'KNOW?
Attention. Enunciating each syllable clearly helps | » What are articulators?
create a rhythm that keeps listeners engaged. e Tongue

e Teeth
(d) Helps Emphasise Key Points. Pausing after e Lips
important points helps emphasise their significance.

HIGHER ORDER THINKING SKILLS (HOTS)

> You have been tasked with giving a speech in your school during the morning
assembly. What aspects will you focus on to ensure that the speech is effective?

15. Articulation Mistakes. To ensure proper articulation in public speaking, following
mistakes are avoidable:-

(@) Speaking Too Fast or Too Slowly. Nervousness can make speakers want
to speed up to finish their speech or speak too slowly.

(b)  Using Filler Words. Filler words are what we use when we are buying time
for what to say next, for example, “You know, You see, | mean, like basically,” and
so on. Try eliminating these from your communication. Momentary silence is better
than using a string of filler words.

(©) Overloading Your Audience With Information. Avoid sharing too much
information which tends to become incomprehensible.

(d) Using Irrelevant Visuals. Avoid misusing visual aids.

(e) Distracting Your Audience With Your Movements. Avoid distracting
mannerisms.
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)] Reading Your Speech Verbatim. Avoid reading from notes or presentation
slides.

(9) Lecturing your audience. Avoid focusing too much on yourself.

(h) Not Making Eye Contact. Try to maintain eye contact when speaking in
public.

@) Using Jargon and Technical Language. Avoid using unnecessary jargon,
technical terms, or assumptions.

HOW TO BE MORE ARTICULATE

» Expand your knowledge base. Read, watch, listen, and learn as much as you
can to widen your knowledge base.

» Try to speak in the same vocabulary as your audience. When expressing
your point of view, use examples that your audience can relate to.

» Imitate popular public figures. Watch and study their cadence, tone of voice,
and body language.

» Vary the length of your sentences while speaking. Doing so keeps the
audience engaged and connected to what you are saying.

» Practice speaking from your diaphragm instead of your throat.

» Note any bad habits you have in your speech (words like um, like, and uh) and
work on replacing these fillers with pauses. A pause reflects confidence and
gives the impression that you are sure of what you are saying

PART V : AUDIENCE-RELATIONS HABITS

16. The speaker-audience relationship is a dynamic communication between a speaker
and their audience. It is important for speakers to establish a connection with their audience
to deliver an effective presentation. Here are some things to consider when building a
speaker-audience relationship:-

(@) Tailor Your Speech. Each audience is different, so you should tailor your
speech to them.

(b) Identify Commonalities. Emphasise shared values, goals, and experiences
to create identification.

(©) Be Immediate. Perform behaviours that make the audience feel closer to you.
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(d) Encourage Participation. Make your audience active listeners and
participants.

(e) Be Clear and Concise. This helps the audience follow along.

)] Demonstrate Empathy. Show that you understand the audience's problems.

(9) Be an Expert. Share something about the topic that the audience doesn't
know as well as you do.

(h)  Add Some Humour. A touch of humour can be appreciated by the audience.

a) Point Out an Important Thing. Mention something which draws the
attention of the audience or the setting.

(K) Use a Visual Image. Use a compelling visual image.

)] Ask a Question. Pose a provocative question.

(m) State a Fact.Share a fact that is amusing, troubling, or remarkable.

17. Engaging the audience is crucial—it is about sparking their interest and giving them
a reason to pay attention. Here is how can you achieve that:-

€) Create a Connection. Tell a story, share a personal experience, or relate to a
recent event. You can also point out something important about the audience or the
current setting.

(b) Use Visuals. Show a compelling visual image, such as an image, chart, or
infographic. You can also use multimedia wisely, such as music, videos, or
animations.

(c) Foster Two-Way Communication. Encourage feedback and actively listen
to your audience. You can respond to what you see in the room, such as whether
people are paying attention, bored, or engaged.

(d) Use a Conversational Speaking Style. Don't speak at someone but
engage them.

(e) Tailor Your message. Tailor your message to the listener or the audience.

)] Use Signposts. Use a few words to help the audience know where you are
in the speech.

(9) Practise. Know your introduction and conclusion to keep you on track.

Audience Feedback and Cue

18.  This means paying attention to what your audience is saying and showing that you
care about their opinions and perspectives. You can do this by using verbal and non-verbal
cues, such as nodding, smiling, paraphrasing, or asking follow-up questions.

19. Here are some strategies for responding to audience feedback and cues:-
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(@) Know Your Audience. Before presenting, research your audience to
understand their expectations and what they already know about your topic. This will
help you tailor your presentation to their needs and interests.

(b) Listen Actively. When receiving feedback, listen carefully and attentively
without interrupting or arguing. Show that you are interested and respectful by
making eye contact, nodding, and asking clarifying questions.

(©) Respond Positively. Think positively and respond to feedback in a positive
way.

(d)  Anticipate Questions. Ask your audience to submit questions in advance
SO you can prepare answers. You can also anticipate questions and answer them
with a personal story.

(e) Ask Open-Ended Questions. Ask questions that invite your audience to
share their thoughts, feelings, or experiences.

)] Use Interactive Tools. Use polling software, live chat platforms, or audience
response systems to gather real-time feedback.

(9) Make Adjustments. Use eye contact to make adjustments to your
presentation. For example, if people seem restless, you can shorten your talk or
change the tempo.

Here are some tips for developing effective public speaking habits through practice

and feedback:-

@) Get Feedback. Ask trusted individuals, like mentors or colleagues, for honest
feedback and suggestions. Constructive feedback can help you identify areas for
improvement.

(b) Record Yourself. Record yourself speaking and watch the recording to
identify areas to improve, like your body language, tone of voice, and delivery.

(©) Practice. Practice regularly to build confidence and internalise improvements.

(d) Know Your Audience. Understand your audience's needs, beliefs,
demographics, and personalities. This will help you tailor your message to be most
effective and engaging.

(e) Make Eye Contact. Maintain eye contact with your audience to appear
confident and sincere. It can also help build rapport and trust.

)] Use Visual Aids. Visual aids can help capture your audience's attention and
enhance your message. However, use them sparingly so they don't become
distracting.

(9) Calm your Nerves. It's normal to feel nervous but take a deep breath when it
happens. No one expects you to be perfect.
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CONCLUSION

21. Public speaking is a formal type of communication, an act of delivering speech to a
live audience that involves organising thoughts and having a specific purpose. The purpose
of public speaking can be to inform, persuade, motivate, or celebrate.

22. Public speaking is often considered a fear, but it is a skill that can be learnt by
anyone, and it can benefit your personal, professional, and public life. It is evident that voice
modulation and articulation are important aspects for effective public speaking that need to
be practised.

SUMMARY

» The act of delivering a speech to a group of people in a structured manner is known
as public speaking.

» The purpose of public speaking can be to inform, motivate, celebrate, entertain, or
persuade the audience.

» Speakers usually prepare their thoughts in advance and try to speak clearly. It
involves a presenter and an audience.

» Public speaking can help improve confidence, research skills, and deductive skills.
Stage presence is essentially a non-verbal form of communication and can be
developed with the right guidance and knowledge.

» Voice modulation is the ability to adjust the pitch, tone, volume, and pace of voice by
the speaker.

» Voice modulation is a key skill in public speaking because it helps you connect with
your audience and make your message clear.

» Body language plays a vital role in public speaking, as it can help speakers convey
confidence, establish rapport, emphasise key points, overcome nervousness,
improve credibility, increase influence, etc.
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ASSESSMENT EXERCISES

Multiple Choice Questions

Q1. What do you understand by public speaking?
(@) To write in front of a live audience.
(b) To deliver a speech in front of a live audience.
(c) Composing emails for a group of recipients.
(d) Conducting surveys that are online.
Q2. Why is audience engagement important in public speaking?
(@) To avoid eye contact with the audience.
(b)  To connect with the audience and keep them interested.
(c) To discourage any interaction with the audience.
(d)  To make the audience uncomfortable.
Q3. A confident stage presence can be built by:-
@) Proper body posture.
(b) Shouting loudly.
(c) Using filler words.
(d) None of the above.
Q4. Which aspect of public speaking involves using voice modulation and gestures?
@) Engaging the audience.
(b) Message clearly.
(c) Both verbal and non-verbal communication.
(d)  Managing time.
Q5. Voice modulation is the adjustment of:-
(@) Pitch. (b) Tone.
(©) Volume during speech. (d) All of the above.
Q6. Which among the following is not a component of voice modulation?
(@  Timbre (b) Tempo
(c) Pauses (d) Running
Q7. What are visual aids in public speaking?
(@) The audience’s facial expressions.

(b) Props used by the speaker.
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(c) Gestures made by the speaker.

(d) Slides, charts, videos, or props used to enhance the message.
Which among the following helps to be more articulate?

@) Expanding your knowledge base.

(b) Speaking in different vocabulary than that of the audience.

(c) Not varying the length of your sentences while speaking.

(d) None of the above.

What is the purpose of using gestures in public speaking?

€) Cause distraction of the audience.

(b) Conveying messages without speaking.

(c) Making the speaker feel more comfortable.

(d) Entertain the audience.

How can public speakers engage the audience effectively?

(@  Avoid any eye contact with the audience.

(b)  Speak in a monotonous tone and manner.

(c) Throwing questions to the audience and encouraging participation.\
(d) Reading speech entirely from notes.

To pay attention to what your audience is saying and show that you care about

their opinions and perspectives, you can:-

Q12.

Q13.

€) Nod. (b) Smile.
(©) Ask a follow-up question. (d) All of the above.
The speaker-audience relationship can be built by:-
@) Establishing a connection with the people.

(b) Ignoring the audience.

(c) Snubbing the person asking questions.

(d) None of the above.

What should be avoided to improve articulation?
(@) Using filler words.

(b) Reading speech verbatim.

(c)  Speaking too fast or too slow.

(d)  All of the above.
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Q14. Public speaking can be improved by:-
(@) Practice. (b) Relaxing.
(c) Dancing. (d) None of the above.
Q15. What are the body postures that should be avoided?
(@) Sitting cross—legged. (b) Rubbing nose.
(c) Shaking legs. (d)  All of the above.

Short Answer Questions

Q1. What do you understand by public speaking?

Q2. Write a short note on body language.

Q3. What is voice modulation?

Q4. Write a short note on speaker-audience relationships.
Q5. What role does eye contact play in public speaking?

Long Answer Questions

Q1. What do you understand by self-introduction in public speaking? Specify a few
aspects to be kept in mind for effective self-introduction.

Q2. What are the aspects to be kept in mind with respect to body gestures during public
speaking?

Q3. What are the components of voice modulation? What is the role of body language in
effective public speaking?

Q4. What is the importance of articulation in public speaking?

Q5. How can you engage the audience in public speaking?
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PERSONALITY DEVELOPMENT & LEADERSHIP (SD/SW)
CHAPTER PDLS V: ANALYTICAL AND LOGICAL REASONING

“There are three things to aim at in public speaking: first, to get into your subject,
then to get your subject into yourself, and lastly, to get your subject into the heart of
your audience.”

Analyzing
Evaluating
Reasoning

Problem Solving
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1. Problem-solving involves defining a problem, figuring out its cause, identifying and
prioritising potential solutions, and then implementing the chosen solution. It is the process
of using a systematic approach to find a solution to a problem. Analytical and critical
thinking skills are both important for problem-solving and decision-making.

» Develop problem-solving skills by
teaching methods for breaking down

'm' dv\l Wiy e u complex problems into manageable
- ﬁ'{a l" ﬂmvl" nm' {' ’ parts
| k ) WJ? - m' /"ﬂ » Encourage critical thinking by
’n < o5 guestioning assumptions and
{ ] ~‘ Y evaluating evidence
. Q Mp Foster the ability to draw conclusions
" ‘f{ s based on logical analysis

Understanding logical reasoning
Practice identifying valid and invalid
arguments

Develop skills in  constructing
coherent and logical arguments

YV VV V

The lecture will be conducted in the » The concept of 'Logical Fallacies' was

following parts:- first systematically studied by the
(@) Part | : Develop Problem-Solving Greek philosopher, Aristotle.
Skills » He identified and categorised various

(b) Part Il : Critical Thinking types of fallacies in his work

"Sophistical Refutations”, part of his

c) Partlll  : Analytical Reasonin .
© n g larger work on logic, The Organon.

(d) Part IV : Logical Reasoning

2. A problem-solving process is a structured approach that guides you from identifying
a problem to successfully implementing a solution.
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Problem-Solving Process

3. The following steps are involved in the
problem-solving process:-

(a)  Identify the problem. _

» Decisions are choices. You get to
pick what you want to do or have!

(b) Problem analysis.

c Generate an alternative solution. .
©) » Think before you choose. It's okay to

(d) Analyse and select a suitable take time to think about your options.
solution. > Ask yourself questions. What are the
(e)  Decision-making and planning. positive things about each choice?

® Implement the solution. » ltis okay to make mistakes.

» Bad decision is better than not taking

(9) Solution evaluation. any decision!

4. Let us understand each step in detail.

€) Identifying the Problem and Establishing Objectives. This step is crucial
and can often be quite challenging. It is easy to rush into finding solutions and spend
too much time searching for answers instead of clearly understanding the actual
problem. Aim to express the problem in one concise sentence, making sure to
distinguish between the symptoms, the causes, and the core issue.

1. Identify the
problem and
establish objectives

6. Follow-up and 2. Analyse the problem
evaluate the results to determine its cause
Problem

Solving

Process

5. Implement the 3. Generate alternative
decision solutions

4. Evaluate alternatives
and select the most
suitable

(b)  Analyse the Problem to Determine its Cause. In this step, facts, ideas,
and opinions are collected from others that can assist in your analysis. It is important
to evaluate the information objectively, without bias, preconceived notions, or
emotional influence, to accurately identify the root cause of the problem.

(c) Generate Alternative Solutions. When tackling a problem, it is important to
weigh different options. To identify the best choice, consider multiple solutions; this
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approach helps ensure you don't miss the most effective action. Focus on
addressing the root cause of the issue rather than merely masking its symptoms.
Engage in brainstorming, think creatively, and seek input from others to stimulate
idea generation.

(d) Evaluate Alternatives and Select the Most Suitable Solution. Evaluate
your alternative solutions by weighing the pros and cons of each. Typically, the best
solution will be the one that offers the most benefits while minimising drawbacks.
Make sure the option you choose aligns closely with your goals.

(e) Implement the Decision and Follow Up. Now is the time to thoughtfully
plan how to put your decision into action. Use the prompts of “who, how, what,
where, why, and when” to shape your strategy. Think about potential challenges and
how you will track progress to make sure your decision is effective. Additionally,
consider how you will inform those affected by your decision.

)] Follow Up and Evaluate Results. Regular follow-up checks will help confirm
that you have addressed the issue. Reassess the symptoms—are they still present?
Take necessary corrective measures.

Guidelines For Effective Problem Solving

5. Some of the aspects to be borne in mind for ensuring effective problem solving are
as under:-

@) Should take a methodical approach.

(b) Important decisions to be focused upon.

PROEBLEM
SOLVING

- &

problesn -rhinkivlﬂ solution

(c) Snap decisions should be avoided.

(d) Don’t become a victim of analysis paralysis.
(e)  Your decision should be based on facts.

)] Don’t be afraid of making the wrong decisions.
(9) Learn from your mistakes.

(h) Use your imagination.
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()] Do not make decisions under stress.
(k) Decide for yourself, then proceed.

Breaking Down Complex Problems: Developing Problem Solving Skills

6. Complex problems can be broken down using a variety of techniques, including
identifying the steps required to achieve the desired conclusion, breaking the problem down
into smaller, more manageable pieces, and starting with the ultimate objective in mind and
working backward.

Benefits of Breaking Down Complex Problems

7. Some of the benefits of breaking complex problems into smaller, more manageable
parts are as under:-

€) It can help to clarify the situation, making it easier to identify the underlying
causes and develop a plan of action.

(b) Breaking down a problem can also help reduce stress, as it allows the
problem solver to focus on a tiny part of the problem at a time rather than tackling
the issue as a whole.

(c) Finally, breaking down a problem can help to increase the efficiency of the
problem-solving process, as it allows the problem solver to focus on a tiny part of the
problem at a time rather than trying to tackle the issue as a whole.

Strateqgies for Breaking Down Complex Problems

8. Several strategies can be used to break down complex problems:-

(@  One method is to start with the end goal in mind and work backward. This can
help identify the steps that need to be taken to reach the desired outcome.

(b) Another strategy is to break the problem into smaller, more manageable pieces.
This can help identify the problem's underlying causes and develop a plan of action.
Finally, it can be helpful to break the problem down into smaller, more manageable
pieces and then identify the steps needed to reach the desired outcome.

Steps to Simplify and Break Down Complex Problems

9. It can be difficult to divide a complicated issue into smaller, more manageable
components. But in order to better grasp complex problems and come up with solutions, it
is imperative that they be broken down. These are some methods for deconstructing
complicated problems:-

@) Start with the Big Picture. Prior to trying to deconstruct the issue, it is crucial
to comprehend the problem in its entirety. This can be accomplished by taking a
broad view of the issue and considering all the contributing factors.
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(b) Identify the Key Components. Finding the key components of the issue is
crucial after determining the overall picture. By examining the problem and
dissecting it into its constituent parts, this can be accomplished.

(c) Analyse Each Component. Following the identification of the salient traits, a
thorough analysis of each component is necessary. This can be accomplished by
examining each component of the issue separately and considering how they

interact and add to the whole.

(d) Break Down Further. It is crucial to further dissect each component after a
comprehensive examination has been completed. This can be done by looking at the
different aspects of each member and breaking them down into smaller bits. By doing
this, any underlying problems that might be causing the overall issue can be found.

(e Develop Solutions. Creating solutions is crucial when the problem has been
thoroughly analysed. This can be accomplished by examining the problem's constituent
parts and locating viable fixes that might deal with the concerns that have been found.

By employing these techniques, difficult issues can be divided into smaller, more

manageable components. In terms of comprehending the issue and creating workable
solutions, this can be helpful.

Identification of Patterns and Relationships in Data

11.

Data is everywhere, and it can tell you a lot about the world, your business, or your

customers. But how do you make sense of all the numbers, charts, and graphs? How do
you find the patterns and trends that matter? Some basic steps and techniques to identify
and analyse data patterns and relationships in data science are as follows:-

12.

(@) Define your goal.
(b)  Choose your data sources and types.
(c) Explore and visualise the data.

(d)  Apply analytical methods.

(e) Interpret and communicate the results.

PART Il : CRITICAL THINKING

"Critical thinking is the intellectually disciplined process of actively and skilfully

conceptualising, applying, analysing, synthesising, and/or evaluating information gathered
from, or generated by, observation, experience, reflection, reasoning, or communication as
a guide to belief and action”.

Essential Critical Thinking Skills

13.

The essential critical thinking skills are as illustrated under:-



(@)

Analytical Thinking Reflective Thinking

Open-mindedness Communication

Essential

Critical
Thinking Skills

Problem-solving Research

Reasoned Judgement Decision-making

Analytical Thinking. Analytical thinking entails analysing data from several

sources. Rejecting cognitive biases and attempting to collect and evaluate complex
information while resolving challenging issues are made possible by analytical
thinking. Those with analytical skills who excel at critical thinking ensure:-

(b)

(i) Patterns and trends that emerge in the data are identified.
(ii) Complex issues are broken into manageable components.

(iii) ~ The relationship between cause and its effect on relations is
recognised.

(iv)  Evaluating the strength of arguments and evidence.

(v) Example, a data analyst assists in analysing the existing market
strategy by examining the data trends and established patterns.

Open-Mindedness. The willingness to consider new information, viewpoints,

and arguments without any prejudice is being open-minded. You can analyse and
assess data using this crucial critical thinking ability to arrive at an unbiased opinion.
Putting aside one's own prejudices, accepting facts as they are, and drawing
conclusions from a variety of viewpoints are all essential components of critical
thinking. Open-minded critical thinkers exhibit:-

(1) Willingness to take into account other points of view.
(i) The ability to wait for adequate evidence before deciding.

(i)  Receptiveness to constructive criticism and feedback.
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(iv)  Adaptability in revising opinions in light of fresh data.

(v) Example, a unique and inventive solution is produced when a team
leader invites younger members to submit their unconventional ideas at a
product development meeting.

(c) Problem-Solving. Effective problem solving is a fundamental aspect of
critical thinking. It involves recognising issues, brainstorming potential solutions,
assessing different options, and executing the most effective strategy. Key
components of problem-solving include the following steps:-

0] Define the problem clearly.

(i) Gathering relevant information.

(i) Identifying potential solutions and carrying out brainstorming.
(iv)  Pros and cons of each option are evaluated.

(v)  The chosen solution is implemented and monitored.

(vi)  Outcome reflected, and adjustment made as necessary.

(vi)  Example, in order to address the issue of diminishing student
involvement, a college principal carries out a survey of students, consults with
experts in higher education, and implements a new curriculum that blends
intellectual difficulties with actual real-world applications.

(d) Reasoned Judgement. Higher-order thinking, which includes making well-
informed decisions by carefully analysing the available data and weighing all
available possibilities, requires the use of reasoned judgement. This ability to think
critically is essential in both professional and academic settings. Key aspects of
reasoned judgement include:-

0] Gather the information objectively and analyse it.

(i) The evidence is evaluated for its credibility and relevance.

(i)  Before you draw conclusions, consider all the perspectives.

(iv)  Using sound reasoning and logical inference to make decisions

(V) Example, a college chemistry professor applies thoughtful reasoning to
create an experiment, meticulously observing and analysing the results before
making conclusions about the hypothesis.

(e) Reflective Thinking. Examining your own ideas, deeds, and outcomes in
order to understand them and perform better in the future is known as reflective
thinking. Analysing and synthesising information is necessary for effective critical
thinking in order to gain a comprehensive grasp of a situation. Important elements of
reflective thinking include:-
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0] Own assumptions and cognitive biases are critically examined.
(i) Pondering and considering diverse viewpoints and perspectives.
(i)  Information is synthesised from various experiences and sources.

(iv)  Applying insights so that future decision-making and actions can be
improved.

(v) Continuous evaluation and adjustment of one's thinking processes.

(vi)  Example, an event manager considers the outcomes of a recent public
event that was conducted, considering aspects that worked well and what
could be improved for future initiatives.

(d) Communication. Critical thinkers who possess strong communication skills
are better able to express their thoughts in a clear and convincing manner. Efficient
teamwork, leadership, and information sharing in the workplace all depend on
efficient communication. Key aspects of communication in critical thinking include:-

0] Expressing complex ideas clearly.

(i) Listening actively and proper comprehension.

(i)  Adapting to the communication styles as per different audiences.
(iv)  Constructing and delivering persuasive arguments.

(v) Example, an insurance policy manager effectively explains a new
company policy to his team, addresses their concerns, and ensures everyone
understands the implications of the new policy.

(e) Research. Strong research abilities enable critical thinkers to collect, assess,
and synthesise data from a variety of sources. This is especially crucial in
professional and academic contexts where lifelong learning is necessary. Effective
research involves:-

(i) Finding trustworthy and pertinent information.
(ii) Assessing the reliability and bias of sources.
(iii) Integrating data from several sources.

(iv)  Identifying knowledge gaps.

(v) Example, a forensic scientist verifies information from multiple credible
sources before he arrives at a logical conclusion.

)] Decision-Making. The ability to make logical inferences and generalisations
through a variety of critical thinking abilities culminates in effective decision-making.
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It entails assessing possibilities, thinking through the repercussions, and selecting
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the best course of action. Key aspects of decision-making include:

(i) Evaluation on clearly defined criteria.

(ii) Relevant information gathering and its analysis.

(iii)  Considering both short-term and long-term consequences.

(iv)  Considering uncertainty factors and the involved risk management.

(v) Maintaining a balance between intuition and logic.

(vij  Example, a hotel owner does cost- benefit analysis before deciding to
procure solar panels for his resort.

HIGHER ORDER THINKING SKILLS (HOTS)

» The Socratic Method, deriving its name from ancient Greek philosopher
Socrates, entails raising insightful queries to evoke critical thought on concepts.

This method of teaching involves :-

e Posing open-ended enquiries that promote further in-depth thought.

e Questioning preconceptions and assumptions.

e Examining the effects of concepts and encourage intellectual curiosity.

How to Develop Critical Thinking Skills

14.  Critical thinking skills can be developed by following a few steps/stages that make
sure you are looking at an issue from all sides, weighing all of your options before reaching

an objective conclusion:-

| Analyzing |
| *Evaluating . |
™~ <\
* Reasoning

S

—
(

Problem Solving
Decision Making

YV VYV YV VYV VYV

STEPS TO DEVELOP CRITICAL
THINKING SKILLS

Identify the problem or question
Gather relevant information

Analyse and evaluate data
Consider alternative points of view
Draw logical conclusions

Develop and communicate solutions
Reflect and learn from the process
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(a) Identify the Problem or Question. Before applying critical thinking skills, it is
crucial to identify the problem or determine the issue at hand for resolution. This step
entails considering the issue from several angles and raising queries such as :-

0] What is happening?
(i) Why is this happening?
(i)  What are the assumptions that | am making?

(iv)  Foremost, how can this problem be solved?

(b) Gather Relevant Information. After going through the first step of identifying
the problem or the issue at hand, you probably have a basic understanding of the
issue at this point. However, to find the best solution, there is a requirement to gather
problem-related information such as data, statistics, information from previous
projects, team input, etc., throughout the research process. Be sure to collect data
from a range of sources, particularly if those sources contradict your own beliefs
about the nature of the issue or potential solutions.

(c) Analyse and Evaluate Data. After gathering the relevant data and
information, it is essential to establish and determine the relevance and
meaningfulness of the gathered diverse range of data. Once all the information has
been acquired, sorting out the data by determining what is important and evaluating
the data and its sources enables one to reach the best potential solutions. To
determine data relevance, ask yourself:-

0] How reliable is the gathered data and information?
(i) What is the significance of this information?

(i) Is the gathered information and data relevant today and not outdated?
Is it specialised in a specific field?

(d) Consider_Alternative Points of View. Once the gathered information and
data have been evaluated for their reliability, significance, and relevance, it is
important to consider all the available points of view to make an unbiased decision.
Making an unbiased decision is one of the most beneficial aspects of the critical
thinking process. Before coming to a solution, ask yourself:-

0] Are any assumptions being made with respect to available information?
(i) Have all the available variables been considered?

(i)  Whether the available information has been evaluated from every
perspective.

(iv)  Whether any viewpoint could have been missed.
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(e) Draw Logical Conclusions. After all the above steps have been considered
in a systematic manner, the available information can be utilised to draw logical
conclusions. You are at last prepared to make a decision.

)] Develop and Communicate Solutions. Critical thinkers must have the ability
to be able to communicate. Thinking independently is not desirable; you also need to
communicate your findings to other project participants. Provide each solution if
there are several of them involved. In some situations, you might implement one
solution first, then test it to see if it works before implementing another.

(9) Reflect and Learn from the Process. You must implement the solution that
the seven-step critical thinking process produces. Once your decision has been put
into action, assess its effectiveness. Ask yourself, “Has the original issue been
resolved? What are your takeaways from this experience, both good and bad, to
help you think more critically the next time”?

PART 1ll : ANALYTICAL REASONING

The method of solving problems by applying logic to identified patterns and filling in

the missing information is known as analytical reasoning. It is a skill developed by practice.

Critical Thinking Analytical Reasoning

What is good thinking?
hat is involved in good problem solving?

Analytical
Thinking

HIGHER ORDER THINKING SKILLS (HOTS)

> Analyse the diagram above and answer, are critical thinking and analytical

16.

thinking the same?

Problem Solving and Analysis Reasoning Involves a Variety of Reasoning SkKills,

including:-

€) Deductive Reasoning. A logical and systematic approach to problem-
solving that involves drawing conclusions from known facts or general principles. It
can help analyse complex situations, identify patterns, and make informed decisions.
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(b) Inductive Reasoning. A logical thinking method that involves drawing
reasonable conclusions by considering past data and existing knowledge. It can help
people think critically and problem-solve.

(c) Analytical Reasoning. A skill that involves thinking differently and problem-
solving effectively. It can help make data-driven decisions about actions to take and
where to allocate resources.

(d) Reading Comprehension. A critical skill for problem-solving that enables
people to comprehend an issue, pick necessary information, and arrive at solutions.

(e) Data Interpretation. A skill that helps with problem-solving and making
informed decisions. It involves acting on data by interpreting it, spotting issues or
business opportunities, and making solid recommendations.

)] Abductive Reasoning. A skill that seeks explanations to explain
observables. It is commonly applied in cases of uncertainty and is linked to problem-
solving and decision-making.

(9) Data_Analysis. A skill that draws observations from daily data to provide
insights that can be useful for problem-solving, decision-making, and more.

17. Importance of Analytical Thinking. As illustrated below:-

Informed

Strategic plannin
decision-making giep 9

Innovative Importance » .
Critical evaluation

problem solving ’ of Analytical
Thinking

Precise . Continuous
communication improvement

18. SWOT Analysis. SWOT (Strengths, Weaknesses, Opportunities, and Threats)
is an easy-to-use yet effective tool for group issue solving is a SWOT analysis. It assists
you in determining a project, circumstance, or objective's advantages, disadvantages,
chances, and threats. You may take advantage of your team's strengths, deal with your
problems, consider your options, and foresee your risks by employing a SWOT analysis.

19. A SWOT analysis is a self-assessment tool that students can use to evaluate their
strengths, weaknesses, opportunities, and threats in various areas of their lives. It can help
students understand their skills and abilities, identify areas for growth, recognise potential
threats, set realistic goals, and develop strategies to achieve their goals. Here are some
tips for conducting a SWOT analysis:-

-
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(a) Identify Strengths. Consider academic strengths like problem-solving skills,
discipline, and honesty.

(b) Review Weaknesses. Consider academic weaknesses like procrastination,
lack of focus, and fear of failure.

(c) Define Opportunities. Consider opportunities like internships, joining a club,
volunteering, or study abroad programs.

(d) Understand Threats. Consider potential threats that might hinder your
success.

(e) Make an Informed Decision. Use the information from your SWOT analysis
to make an informed decision.

Enhanced SWOT Analysis

Translate into tasks for

the Project Plan & | Strengths Weaknesses
N

Opportunités\\

|~ How do | overcome the

weaknesses that prevent

me laking advantage of
these opportunities?

do | us these

How do | use my I~ How do | address the
Thl'eats strengths to reduce the weaknesses that will
likelihood and impact of make these threats a

these threals? reality?

Logical reasoning can be defined as a method that aims to use logic and common

sense to derive solutions to problems. To solve a problem, one must apply logic, often
known as logical reasoning. The available information is selected, interpreted, connections
are derived, and conclusions are drawn.

PART IV : LOGICAL REASONING

Types of logical reasoning

21.

The types of logical reasoning are:-

€) Deductive Reasoning. Deductive reasoning involves starting with a set of
propositions, or "premises," that are presumed to be true and then figuring out what
else must be true if the premises are true. Examples of deductive logic:-

0] Anil is a man. All men are mortal. Therefore, Anil is mortal. If the first
two statements are true, then the conclusion must be true.
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(i) Bachelors are unmarried men. Rahul is unmarried. Therefore, Rahul is
a bachelor.

(b) Inductive Reasoning. Finding the general conclusion or conclusions that
can be rationally drawn from a set of evidence is the first step in the induction
process. Stated differently, you identify the hypothesis or hypotheses that could
account for the data.

(©) Examples of Inductive Logic.

(i) This horse is black. That horse is black. A third horse is black.
Therefore, all the horses are black.

(ii) This stone from the bag is green. That stone from the bag is green. A third
stone from the bag is green. Therefore, all the stones in the bag are green.

Practice Identifying Valid and Invalid Arguments

22. To identify if an argument is valid or invalid, you can ask yourself if the conclusion is
proven by the premises:-

(@ Valid Argument. If the premises are true, the conclusion must also be
true. For example, "Zimbo is a dog. The resort does not allow dogs. Therefore,
Zimbo is not allowed in the resort."

(b) Invalid Argument. If the premises do not prove the conclusion, the argument
is invalid. For instance, "If | consume coffee in the evening, | will find it difficult to fall
asleep that night. | had a difficult time falling asleep last night. Conclusion: | drank
coffee in the evening yesterday."

Unsound

Deductive

Invalid Unsound

Argument
Cogent

Uncogent

Non-deductive !

Uncogent
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Logical Fallacy

23. A logical fallacy is a flawed argument. Logical fallacies can be used to convince
people, but they are not valid arguments. Any argument based on invalid arguments,
mistaken faith and beliefs, or deceptive or illogical arguments is a logical fallacy, which
weakens the argument.

24.  Types of logical fallacies are:-

(a) Informal Fallacies. An informal fallacy is an error in the logical structure of
an argument that is not related to the form of the argument being subjective and
context-dependent.

(b) Formal Fallacies. A formal fallacy is a logical fallacy with a flaw that occurs
in the logical structure/form of an argument that renders it invalid regardless of the
truth or falsity of its premises.

DID YOU KNOW?

The History of Logical Fallacy

> Logical fallacy was recognised and specified between the 6th century BCE and the

2nd century CE and attributed to Aksapada Gautama by the Nyaya school of Hindu

philosophy, written as a text in the “Nyaya-Sutras.”

25. Examples of Some Common Logical Fallacies and How to Avoid Them:-

KAL'\ C-ﬂf‘? f/lavt’ four ffé‘;?s_
| have four f'eés.
TheGoe, [ am & cal.

Logilc: another thing that
penguins aren’t very good at.
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26.  Logical fallacies can make you seem gullible, uninformed, or dishonest. They can
also cause you to make decisions that you later regret. To avoid logical fallacies, you can:-

(@) Think Critically. Analyse arguments and claims by asking questions, seeking
evidence, and evaluating reasoning.

(b) Plan_Ahead. Carefully think through your argument, and make sure each
statement can be supported by facts.

(c) Challenge your Ideas. Pretend you are arguing the opposing side and try to
expose flaws in your original argument.

(d) Define your Thesis. Clearly state the main idea you want to explore.

(e) Support your Premises. Provide relevant evidence to support the reasons
why you believe your thesis is true.

)] Explore Counterclaims. Consider the opposing perspective by bringing up
counterclaims.

(@) Avoid Drawing Conclusions Too Quickly. Don't assume a causal
relationship when dealing with a merely temporal one.

(h)  Avoid Either-Or_Arguments. Don't construct an either-or argument when
dealing with a complex issue.

()] Be Knowledgeable. Know your subject well and have plenty of evidence to
support your statements.

How to Develop Skills in Constructing Coherent and Logical Arguments

27. A logical argument is a way of presenting a claim and supporting it with evidence
and reasoning. Logical arguments can help you persuade others, solve problems, and
make decisions. However, to be effective, logical arguments need to be clear and concise.
Clarity and conciseness are qualities of writing and speaking that make your argument easy
to understand and follow. Arguments should be evaluated stepwise as under:-

(@) The conclusion and the premises need to be identified.

(b)  Arguments are put in a standard form.
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28.
manageable parts, which will solve the problems. You may more confidently evaluate the
arguments and claims you engage in and see every day by distinguishing fact from
flamboyant fiction if you are aware of the fundamental logical fallacies. Navigating
disagreements in both personal and professional contexts will be made easier by being
able to spot logical fallacies when they happen and knowing how to counter them.
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(©) Decide whether the argument is deductive or non-deductive.

(d)
(e)

the steps for the premises that are backe

)] Derive your final judgement: is the

Determine if the argument is logical.

If the argument is logical, evaluate whether the premises are true. Repeat all

d by the sub-arguments.

argument good or bad?

We

shall declare
the world to be
flat!

ASPECTS TO BE BORNE IN MIND

» Avoid logical fallacies by carefully
choosing disclosure.

» Your appeal should be based basically
on your reasoning, like using examples,
statistics, facts, and figures, while using
emotional appeals carefully.

» Appropriate prose strategies should
be used to develop your argument,
e.g., causal analysis, comparison,
analogies, and definitions.

CONCLUSION

Logical and analytical thinking helps you break complex problems into smaller,
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SUMMARY

» Analytical and Critical Thinking are rational processes that involve evaluating
information, making decisions, and solving problems.

> Both these skills are important for problem-solving and decision-making.

> In Analytical Thinking, complex problems are further broken into smaller parts, while
Critical Thinking involves evaluating information and ideas.

» In Analytical Thinking, complex problems are broken into smaller parts for better
understanding; available data, facts, and evidence are used to draw logical
conclusions by identifying relationships between factors and connecting people and
ideas to draw logical conclusions.

» In Critical Thinking, the available information, arguments, and ideas are evaluated,
and the different perspectives are considered by questioning the assumptions and
applying reasoning to assess the validity of claims or arguments.

> ltis also pertinent to consider how your personal biases, values, and location in time
and space influence your reasoning.

» SWOT analysis is a simple but powerful strategic tool effectively used as the SWOT
matrix to identify the strengths, weaknesses, opportunities, and threats of an
organisation so as to establish a business strategy.

» Logical Thinking is the ability to analyse a situation, or a problem using reason and
come up with a sensible potential solution.

» Similar to Critical Thinking, Logical Thinking requires the use of reasoning skills to
study a problem objectively, which will allow you to make a rational conclusion about
how to proceed.

» Logical Reasoning is a mental activity concerned with arriving at a conclusion in a
rigorous way, which means it does not generate any conclusion but ensures that
premises support the conclusion and act as a reason for believing it.

> A Fallacy is a faulty form of reasoning or an incorrect argument, although they appear
to be correct initially and are hence accepted and used by people.
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ASSESSMENT EXERCISE

Multiple Choice Questions

Q1.

Q2.

Q3.

Q4.

Q5.

Q6.

Q7.

The process of making an expectation a reality is called:-
€) Intelligence. (b) Problem-solving.
(c) Criteria. (d) Objective.
Which is the first step in problem-solving?

€) Identify and analyse the problem.

(b)  Observing, evaluating, and adjusting.

(c) Data collected and analysed.

(d) Evaluate all the possible solutions.

What is the full form of SWOT?

(&) Sweat, Weakness, Offence, and Threat

(b)  Strengths, Weaknesses, Opportunities, and Threats
(c) System, Work, Opportunities, and Threats.

(d) Study, Weaknesses, Options, and Trust.

Which of the skills is important for problem solving?

@) Critical thinking and analytical thinking.

(b) Running fast.

(c) Writing skills.

(d) Reading skills.

Which among the following is a type of reasoning?

(&  Acting. (b) Inductive.
(c) Writing. (d) Questioning.
Logical reasoning can be defined as:-

(@) a method that aims to use logic and common sense to derive solutions to
problems.

(b)  amethod that aims to complicate logic to make decisions.
(c) a method used to improve communication.
(d) None of the above.

Which type of argument is "Zimbo is a dog? The resort does not allow dogs.

Therefore, Zimbo is not allowed in the resort."”

(@) Invalid argument.
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(b) Valid argument.
(©) Both valid and invalid Argument.
(d) None of the above.

Q8. “This horse is black. That horse is black. A third horse is black. Therefore, all
the horses are black” is an example of which type of reasoning?

@) Deductive reasoning.
(b) Inductive reasoning.
(c) Both deductive and inductive reasoning.
(d) None of the above.
Q9. Which of the following is a skill of critical thinking?
@) Decision-making. (b) Reflective thinking.
(b) Communication. (d)  All of the above.

Q10. The willingness to consider new information, viewpoints, and arguments
without any prejudice is:-

(a) Being narrow-minded. (b) Being open-minded.

(c) Being conservative. (d) None of the above.
Q11. Which among the following is a type of logical fallacy?

(a) Formal fallacy. (b) Informal fallacy.

(c) Both of the above. (d) None of the above.
Q12. Creative thinking is:-

(@) Using old ideas. (b) Thinking of new ideas.

(c) Not using your brain. (d) None of the above.
Q13. To avoid logical fallacies, you can:-

(@  Think critically. (b) Plan ahead.

(c) Challenge your ideas. (d)  All of the above.
Q14. Critical thinking involves:-

(@)  Analysing. (b) Reasoning.

(©) Evaluating. (d) All of the above.
Q15. Logical fallacy is:-

@) Flawed argument. (b) Correct argument.

(c) Type of communication (d)  Writing skill.
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Short Answer Questions

Q1.
Q2.
Q3.
Q4.
Q5.

Define public speaking.

Write a short note on the first step of the logical reasoning process step.
Write a short note on deductive reasoning.

Write a short note on SWOT analysis.

Write a short note on logical fallacy.

Long Answer Questions

Q1.
Q2.
Q3.
Q4.
Q5.

Describe the steps of the problem-solving process.

List out a few guidelines to be kept in mind for effective problem solving.
List out the steps to follow to ensure developing critical thinking skills.
What is the difference between deductive and inductive reasoning?

How will you avoid fallacies?
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