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We send and receive messages in 
a uariety of different ways and 
through a uariety of different 
media. The purpose of thfis 
ability is to ehable us to liue 
together. Wan is a social being, 
in the past he could get along 
quite happily by communicating 
largely within his small group 
and consequently the problems of 
communication were simplified. 
But, with the shrinking, of dis­
tances, the growing complexity 
of society, the increasing 
specialisation of knowledge, the 
vital necessity for peaceful co­
existence and the hope of uni­
versal cooperation, we need to 
consider and to study in careful 
detail the different ways in 
which we communicate and the 
different media we use, 

-,Coli,n Mares 
in 'COHMUNI CATION' 

Characteristics of Leadership 

There are five things which influence what a leader does. 
The first is how he get to be a leader. The second is 
what functions he is expected to perform by those who 
designated him as a leader. The third is the circumstances 
of the group. The fourth is the purpose of the group. 
The fifth is the kind of person he is and how he per­
ceives himself and the job to be done, 

- Ivor K Davies 
in THE HANAGEPIENT OF LEARNING. 
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FOREWORD 

The Project for Training of Cooperative Teachers 
in Svi Lanka has been sponsored by the International 
Cooperative Alliance (ICA) and the Swedish Coopera­
tive Centre (SCC) for the benefit of the National 
Cooperative Council of Sri Lanka (NCC). The main 
objective of the Project is to enhance the effective­
ness of cooperative training activities being 
carried out or proposed to be carried out for 
personnel and members of managing committees of the 
Cooperative Movement in Sri Lanka by undertaking 
programmes in the field of training of cooperative 
teaahersj production of training material and other 
related areas. 

The Project has already organised several programmes 
for the teachers e.g., s&ninars on the Concepts of 
Learning3 Facilitation of Learning, Human Communica­
tion; Cooperative Education Management; Use and 
Traduction of Basic Audio-Visual Aids; Production of 
Cooperative Training Material; Field Training 
(Experience) Prograrrme and the follow-up activities. 
While the main emphasis of the Project activities 
is on Teaching Methodology, it has been also felt 
that the Cooperative Teaohers should also have with 
them some suitable training material. The Projeot 
has, therefore, conducted several Material Production 
Workshops at which the teacher-participante were 
themselves involved in material production for they 
know the best about the training material that they 
need. 

In order to enable the teachers to produce their 
own training material, the Project has also given them 



training in the use and aonstruotion of some basia 
audio-visual aids. As a part of the cooperative 
training material production workshops^ the teachers 
have been able to produce some very high quality 
visual aids e.g.3 posters^ charts^ graphs, flannel-
graphs etc. 

The present publication^ TRAINING AIDS - A Handbook 
for Cooperative Teachers, serped a useful training 
material for the training of teachers in audio­
visual aids. The Handbook has been prepared by our 
Technical Advisor, Mr Daman Prakash, who has been 
responsible for the training of teachers in this 
field. The handbook has been commented upon by the 
participants and others and has been found to be 
an ideal material for training of teachers in this 
field in developing countries. 

I earnestly hope and wish thfat the Handbook would 
be found of some use by you, the teaahere. We would 
naturally appreciate to have your comments and 
suggestions on this training material. 

/ fc^ 
W U Herath 

Ppojeat Director. 

TTP/Colombo-3, 
December 01 1980. 
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INTRODUCTION 

01 In any teaching-learning situation the role of 
audio-uisual aids cannot be over-emphasised. This 

assumes greater importance u/hen u/e talk about the 
CQOperativ/e education and training activities. In the 
education of members of cooperative societies an 
instructor faces various situations. A majority of 
members of primary societies in some of the South-East 
Asian countries'are unfortunately illiterate, yet they 
form a legal socio-economic organisation called the 
Cooperative Society. By virtue of their being the members 
of this organisation they have to perform certain duties 
and take care of certain legal formalities. Unless they 
are aware of the importance of their rights and duties, 
cooperative organisations cannot be true democracies. 
This makes the task of the cooperative instructors still 
more difficult and delicate, 

02 Besides adapting the lecture method or face-to-face 
communication techniquos, an educator has to rely on 

certain otb'sr communication channels. Audio-visual aids and 
methods, therefore, com© handy and they should be applied 
in communicating ideas more and more. The educator should, 
therefore, be given specialised training in communication 
methods and materials so that they could establish 
effective links with their audience. They- thus need train­
ing in communication methods, e.g., lecture method, study 
visits method, seminars and conference method*, study 
circle method etc. and in the production of communication 
materials e.g., posters, charts, grapha, flahnelgraphs 
etc. They have also to be acquainted with the operation, 
care and use of certain other equipment e.g.', tape-
recorders, projectors, photography equipment etc. During 
the course of these training courses the instructors should 
be encouraged to produce simple audio and visual aids, 
learn their application and assess their effectiveness 
and usefulness. 

03 The use of communication media and material is also 
used quite a great deal in the training of employees 

of cooperative societies. Cooperative Movements in South-
East Asia have been operating their national and local 
level cooperative training colleges and institutes where 
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employees uf cooperative organisations are given training 
for various durations in order to impart them with the 
necessary skills and to improve their professional efficiency, 
The faculty members of such institutions have good 
knowledge of subject-matter, but they often lack competence 
in training methodology. Such teachers need training in 
communication methods and materials. 

04 The International Cooperative Alliance and the 
Swedish Cooperative Centre,has jointly sponsored a 

Project for Training of Cooperative Teachers in Sri Lanka 
in collaboration with the National Cooperative Council of 
Sri Lanka, The National Cooperative Council operates a 
number of district cooperative education centres which 
offer Cooperative Employees' Certificate Examination 
Courses (Ordinary Level and Advanced Level) for the 
benefit of managers, accountants ahd other categories of . 
Cooperative employees. The main aim of the Project is 
'to enhance the effectiveness of cooperative training 
activities'. The Project, which commenced in 1978, has 
already offered various training courses in educational 
technology and production of trainingmaterial. Training 
courses in Audio-Uisual Aids were ebviously of great 
importance, 

05 In order to conduct these courses, the Project 
had prepared a large number of training material 

in the form of handouts, papers and pamphlets. Similar 
material was produced by the Project to conduct workshops 
on Audio-visual aids. I had been largely responsible for 
such activities. Several of my papers had been used at 
our workshops. They have been cornrnGnted upon by the 
teacher-partir L-ionts and some revision was suggested. In 
order to give the future trainers some training material 
on visual aids, I took the responsibility of putting them 
together and to bring them into this shape - TRAINING 
AIDS s Handbook for Cooperative Teachers. The handbook 
offers material, illustrations, examples and ideas to 
operate a two-week workshop on 'the use and production 
of basic audio-visual aids for cooperative teachers'. 

06 During the course of workshops on this subject, the 
teacher-participants also produced a whole lot of 

training packages on the subjects which they handle at 
their respective cooperative education centres. The 
training packages included notes for the teachers, notes 
for the students, visual aids and projected aids, parti­
cipatory exercises and some case studies. The Project 
is now engaged in reproducing these training packages so 
that they could be made available to all the cooperative 
teachers and cooperative students in the country. This is 
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a major responsibility,of the Project to see that the 
material is reproduced and distributed. In order to under­
take the reproduction work, uje had also established a small 
printing unit - uiith the Oce' Offset Printing Machine -
which is to undertake production and distribution of training 
material throughout the country. 

07 We, the technical staff of the Project, are satisfied 
with the uiork thi;t has been done so far in the field 

of training of teachers in training methodology, production 
of cooperatiue training material and its evaluation etc. 
This is a big contribution of the international technical 
assistance to the Cooperatiue Movement of Sri Lanka. 

08 While I write this I take the liberty of expressing 
my sincere gratitude to my teacher—participants who 

came to my workshops and participated in our programmes with 
pleasure. I appreciate their willingness to work and to learn 
and to help me learn. I also place on record my sincere 
thanks to" my parent organisation - the International Coopera- . 
tiue Alliance Regional Office and Education Centre for South-
East Asia - and its authorities who enabled me to work with 
the Project in Sri Lanka. I appreciated this very much as this 
opportunity gave me a chance to work in the field and with 
the people who really matter. 

09 I thank my Project Director, Mr WU Herath, who inuolv/ed 
us in the total work programme and who gave us the 

fullest passible freedom to develop and execute our own train­
ing programmes within the framework of the Project. Last but 
not the least, I thank my National Counterpart, Mr ER Mudiyansa, 
who was always with me in the classrooms, field and in the 
office to develop our training material and future projections. 

10 I do not take any credit for being the author of this 
Handbook. I have only put the existing material together 

and in a sequence and got it.updated and commented upon by 
my teacher-participants. So the credit for the Handbook should 
go to the users and to the Coopexative Teachers. There is no 
end to knowledge. It grows with the experiences gained. So 
long as we' continue to remain close to the realistic 
situations we shall continue to keep our feet on the earth. 
Teachers should, therefore, continue to associate themselves 
with cooperatives, their employees and the general membership 
in order to gain more and more of practical experience. 

Any suggestions and comments on this Handbook leading 
to its further improvement would be most welcome and 
highly appreciated. 

ColombO'«K5 Daman Prakaah 
December 01 1980. Technical Advisor-AV/A, 

TTP/Sri Lanka. 
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COMMUNICATION PROCESS AND COmUNICATION MEDIA CHAPTER 
01 

•pMMta 

Introduction 

01 Research and experience hav/e shown that audio-
. yisual techniques carl significantly increase and 

reinforce learning. Visual aids mu'st be carefully 
designed to support a leasson and to suit a particular 
audience and situation. The planning ami preparation of 
such aids require time, thought and imagination ins 

- Selecting the points to be visualised 

- Translating ideas into suitable visual forss 

- Choosing the most appropriate medium 

- Designing the most effective layout «nd colours 

- Pesigntng (or producing) the aid 

the aid for future use (evaluation and 
improvement). 

02 No single device .is the best answer to all visual 
aids situations. The. following factors help in 

choosing the best device for a particular presentations 

CIRCUMSTANCESs Size of the audience, time to be 
used, location of use, availability of equipment, 
transportation and electricity supply| 

SUBJECTS Effects required in presentation e,g,, 
surprise, shock, dramatisation. Building up 
gradually, selection of the ideal one for the 
subject e.g., OHP (Overhead Projector), flannelgraphj 

COST: Availability of funds, material, time for 
procuremBntj and 

AVAILABILITYs To use only that one which ia 
ea&ily available. 

03, , .Always keep* in mind the famous proverb 'ONE PICTURE 
IS WORTH 1000 WORDS'. An appropriate picture give? 

you so many things, feelings, thoughts^ and motivaticm# 
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04 In a l e a r n i n g p r o c e s s our aim s h o u l d be t o r e i n f o r c e 
, o u r v e r b a l message wi th t h e v i s u a l messages t o 

a c h i e v e a lasftirlg e f f e c t * I f w^ r e d u c e ouc v e r b a l (passages j 
so ftnuch t h e b e t t e r for t h e l e a r n e r , bu t o b v i o u s l y no t a t t h e 
c o s t of e f f e c t i v e n e s s . In t h e modern e d u c a t i o n a l 
teiei1TOTtTgy*"ttre'--'eTffp'h-asis i s on- t h e - u s e o# •audifVw>«i-su.ai..ji.i;Js, ,, 

05 AUDIO-UISUAL AIDS OR VISUAL SENSORY AIDS HELP OUR 
SENSES OF THE HEARING AND SEEING TO ENABLE US TO 

LEARN EFFECTIUELY AND EFFICIENTLY. THROUGH' THE-SfjAIDS THE 
PROCESS OF LEARNING GAINS SPEED. THEY HELP IN THE 
PRffCESS OF-' COM(mMICATIG-Ni vAudi (3-v isua l a i d s a re today 
b e i n g employed i t ^ c r Q a s i n g l y i n a l l p rocesses o f t e a c h i n g . 

t^bmmunifca t ibn •' 3:-iB ;:n:?!- • 'j>;i'^^t-' 

06 • 'Acbordihg to Edgar' D a l e , •Communication iai.ia two-way 
s h a r i n g p r o c e s s , no t a aowenent a long a one-way t r a c k . 

To communibate i s - t o make an i d e a common t o two -or more 
p e r s o n s . " The a n a l y s i s of t h i s s t a t e m e n t w i l l mean t h a t 
{ i ) t-Hfe' cofrifnunicatbBnhimself s h o u l d be: thOffQULghly a c q u a i n t e d 
wi th what he i s go ing to t e a c h ? ( i i ) t h e r e c e i v e r s -
M'd ience - ^Should be •e'qually i n t e r e s t e c l in- w h S t - i s going 
to be t a u g h t to them, and ( i i l ) t h e p r o c e s s of s t i m u l a t i o n 

'stVbuld" b'e''he%Ui-ly re l i - ed upon fey* t h e communica to r . 

07 Ken G a r l a n d ' s i l l u s t r a t i o n of t '^ ia 'Sasi ic P a t t e r n of 
Communication i s t h e most s i m p l e ©ne t o u n d e r s t a n d 

tha cytt'l'^-'b'f- cbtfimunicati-on. The i l l u s t r a t i o n pfli-nts o u t 
to t h e f o i l o u i n g main s t a g e s s 

- Source of I n f o r m a t i o n 
- Coding of i n f o r m a t i o n 
- T r a n s m i s s i o n .of I n f o r m a t i o n . : . , • , 
- ,Decoding of I n f o r m a t i o n . ^'.,'.-.',' '".. .' 
- Feedback 

08 The source of information Here means th^ information 
that is available for transmission andthts information 

is obtained after research, investigatidn, eMfJeriments and 
observations. Educational institutions, research establishments, 
sti3dies and other orgsnisStioriS have •cCU'''Uî tecJ a whole lot 
of iQformation and experiencesi These haye been scientifically 
collected and documented. Thes^'ere to be transmitted to 
the people - dr the target groups -•for their use and benefit. 
The J coding of information here means wrapping-up the 
information, converting'it into signals'which are convenient 
for transmission. These could be circul^ifij^'letters, books, 
advertisements, etc. The information has been coded into these 
forms. These coded- Signals are now tranemitted or sent 
or despatched. These are done by using media e^g,, newspapers, 
radio^ television, films, slides, lecture notes, lectures 
and so on. the "code'd information thus •transmitted i&-decoded, 
which means, explained. The audience shouXĴ  be able to receive 
the message. The ne\ii's'papers must reach the teaders, radio 
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BASIC PATTERN OF COMMUNICATION PROCESS 
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Source: Ken Garland's "Graphics Handbook", Studio Vista, London. 
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COMMUNICATION PROCESS ; Example II 
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should be 'on' uhen there is somebody to listsn, and so on. 
And ultimately, the important factor is the audience, the 
group of people for whom the message was intended. One 
circular may not be relevant to all categories of people, 
or one advertisement may,.,,ripj; be in-t.ended for, all the millions 
in the country and"so ort*~-t-he r-&iiXtaniJ£iiiJitM3£̂ .l£h|̂  receive 
the message. 

09 Once the cycle of communication is completsj ue are 
. .still not suje _ujhether the message ujas receiuQd by the 

COrrect cpeop 1B unTess uje; haue feQ'ma' WSTtrvT'::iTrairH-»f^j; 
respon-seis or feedback-. B course', manager, uouid, naturally, 
like:!to undertake an evailuatioh session at ths end of the 
course- in order to find but ̂"-i') his ô n̂ performance at the 
course,ifche relevance of the training materiai etc.," and 
(ii) whether, the participants were able to'benefit from the 
training course, and uhajt would he their suggestions for 
future improfsements. Feeidback is an important element in the 
cycle of communication. ; ' :. 

laformation i-n-E-o-mmtmJrGation 

10 Info"r.mation is not- aiprifflg .product, thejy is always 
an;"driginating source which ,the infqrmat;.nn is about, it 

may: be a thought in someone's head, which ĥ er.rrforms us about 
by m̂ atis of speech, or it may be an object suoh as a car, 
aboiut which information can be maaeT.awailable , 

11 ' Iniformation is of no use unlgss it' fldys out from its 
• • originating sourcej and this'-'procgss' is nnlled 

conjmijRication* However;, varied the channels o"' commurtication 
may ̂ b^, and however compleK the processing of the 
information which flows aiong them, all messages are 
conjposed of the same baeic information elemen -s, facts, 
or i'iTi the jargon term 'data'. 

12- The facts which the graphic designer is CTncerned with 
in his work are ,,.. .'"rf-̂ rent in crsense from the facts 

which are transmitted by speeph, by telsgrsp! ;. or by ar-y 
other means, and it is those facts which arc i'-ho concern both 
of ; the ori~ginator—and. of the racipient of any transmitted 
information. 

13 "The "Gjraphic desi-grvsr-i as- one: oT the peopjB involved in the 
techniques of communication/' i;s in danger of becoming 

obsessed with the nature of the t-ec-hni£|.ua3_..an:;U.oJ' ..forgetting 
the nature of the communication itself, that . t; ? the kind 
of facts, their meaning and their relationship to one another<. 
Understanding the essense of the message must always 
precede its processing for transmission. If t̂ âre are parts 
of it which the graphic designer cannot understand because they 
are in technical jargon or because they deal in concepts 
with which he is not familiar, he must ensure that they are 
methodically collected, classified and selectpd before he 
is called on to process them. 
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14 Nor do the systems with which he is concerned always 
work in one direction only - from originator to 

recipient. Many of them have FEEDBACK mechanisms by which 
the recipient may (conciously or unconciously) inform the 
originator of the ways in which he interprets and acts upon 
the message. As this feedback operation becomes 
increasingly effective the graphic designer may be in 
for some shocks. Some of his favourite devices may turn 
out to be quite incomprehensible. Feedback is a double-
edged weapon. 

Audience ajid Communication 

15 Who are our clients? Uie are the teachers or the 
trainers. In the first place we have the CQ»teachers 

or co-trainers are our audience. We train them to train 
others. They modify their methods of communicgtion, We 
communicate with people and PEOPLE ARE HUnAN BEINGS. They 
have their own feelings, likings, appreciation, way of 
life, language and personalities. We cannot communieate 
with all people in the same fashion. We communicate with 
individuals, we communicate with groups, groups communicate 
iijithin themselves, we communicate with the masses. 

• 

: 

COnnUNICATOR 

WITH INDIVIDUALS 

^~" WI TH GROUPS 

\.J"""-"-.GROUPS WITHIN THEMSELVES 

\ U I T H P1ASSES 

16 As is the clear from the above, the audience may 
consist of a single individual or it may consist of 

a large number of people. Since our main aim is to train 
the teachers in the context of cooperatiu© teachere, the 
audience may consist of 20-50 persons. The audience may be 
literate and may be able to communicate effectively with 
the communicator - the teacher — properly* The communicator 
may communicate directly with the audience in their own 
language or through an interpreter. Besides ĵ sing verbals, 
the teacher has to make use of various teaching aids " 
audio-visual aids - gestures and cues in order to eetalsiieh 
an effective rapport with the audience, -̂  

17 The communicator makes a judicious combination of 
words with illustrations, pictures, photographs, 

chalk-board, projectors, dramatisation, signg a«d 
gestures. The physical appearance of the teacher is also 
of great significance. His voice should \)e aydible, 
pleasant and persuasive. His poise should not b® aggressive 
and his manners need not be 'arrogant'. 

file:///UITH
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m^ jm g, S-. 

COMMUNICATION ; TARGET GROUPS 

PERSON TO PERSON COMMUNICATION 

Extension Worker Audience 

CORMUNICATION WITH AND WITHIN THE GROUPS 

WITHIN THE GROUP 

E l CZ] D 

I—I 1—I I—I 

's^s^s.imssasimtsEiae^^i^as 

WITH THE GROUP 

COMMUNICATION 
WITH 
MASSES 
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18 The spBGch or the audio aids (or sense) can be 
explained in the following manner. We spsak, but 

at the same time;juie make uae of other parts of our body. 
We make use of ©y§s, ' 
postures and other 
expressions or cures. 
We make use of verbal 
cues, visual cues 
and body cues. When we 
like a certain thing, 
we express our 
satisfaction or 
dissatisfaction 
through our postures 
or appearance. Our 
Bxpr~Bssions change. 
We then see ~ • 
differentry and ue 
look a bit differently. These are ;the expressions, and 
expressiohs also can be used in communicating with people. 
We do not make use of uiords of mouth, but ue express our 
feelings by a'niere tiuist of our lips or opening up our eyes 
a little more-than usual. 

SPEAKIN 

NdN-VfRBALS 

•: 

. • 

! ' 

-GESTURES 

G j 

4-^'-' 
^ : - ! : • • 

' * • 

VERBALS (VOROS). 

• ' ' - ' . : . ' , . • ' ' ' • • • • • • ' 
i 

-POSTURES 
. . . • , . . , , 

-PHYSICAL APPEARANCE 

_ VISUAL CUES 

Senses and Communication 

19 The five senses that 
are used in communica 

teaching/learning sLtuatio 
fully used. The five sense 
Sight, Hearing, Smell, Tas 
with people, we hardly 
make use of smell and 
taste. All the other 
three senses that we 
make use of also 
cannot be usid in 
isolation. There has 
to be a rproper 
combination of these 
three. Audio (that is 
hearing), and visual 
(that is seeing) are the 
roost sensiti^f senses that 
two make audio-visual eens 
of discussing audio-visual 
of learning/teaching. 

we all human beings possess 
ting with people. But in 
ns, all the .senses cannot be 
s, which we possess are: 
te and Touch. In communicating 

/* SIGHT (EYES) 

.̂..* HEARING (EARS) 

SMELL (NOSE) 

,^"^ TASTE (TONGUE) 

• TOUCH (BODY) 

U8 use, A combination of these 
es. Hence ue come to the point 
aids or senses in the process 

Learning and Retension of Knowledge 
, . , - • • ' • ' x 

20 ;We human beings continue to learn all the time. We 
also continue to teach others. The process .of learniag 

and teachiag, therefore, is a« integral part of our life. 
We 6ee things, we;pbserve-people aiid situations, we do work 
and in this way we keep on accumulating experieaees a«d 
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impressions. To usr communicators/teachers, these 
experiences and impressions are of great uaiue, b^cau-se 
it is uiith their help and supp'ort ue comraunicate -'- ; 
with othje'riv~"Thars has t-SKia-^iiearning prior to teaching.™ 
And learning 'i'̂sJla; dif ficult rprpcessf it; is. a paihful M:. 
process. "There-arte pSiins in l;^^rhi'ng* Ue have-.to s^udy/ ... , 
things carefully, look over them dver and Qvgi; again 
add still the learning is not, complete ot-comprehyftsivp. 
It is a life long process. We learn by H'scaring:, by 
seeing and by doing. -'.•'•\';r ,,̂  • :• ' , ,'; 

21 What is our capacity;-;'tra,=rl̂ arn? There is Jip' sure method 
to measure le.-̂ r̂ ning. It ii a plersonal-'n|atter ̂  and t' 

a !inah""~lBa*aa.^ccordihg -fe'du'i'his .mental capacity. Some.-;, 
experim§nts.,h9d~"B'e-̂ t=t-~c.QjTduicted' by 4ducati'onal scientists 
to measiire ,t̂ e."r6ten.tion7oT~l(:7iottfledg8 under various 

^cqndi''ti'4ins» So'me' -o th^jra, 
have done expariifr'ent,'̂ ,,a§,' 
to establish how doeu^, 
learn! We learn by taste'', 
through touch, through 
smell, through hearing 
and through, sight.^JJg 

.;learn the minimum ''-''' 
through taste, but'̂ -'i;;- ,, 
surely the experience.; 
gained is more or lesr^j., 
permanent. Uls'learn th.s rflaximum through si.gt̂ t -
very high percentage". The learning through Hearing ;i o 
11;^, which again is quite high.. .A, combination of t-he t:jjo 
would be very effective. That is why we learn ''suf&i:,'--: n' 

-•enough' through a combination of Hearing and Sights- i»e,, 
audio 'arid-.ts/isual. ./' \ , , ''"• 

-—••' '>'—•);; ' — ^ — n i : — f T " -

' Through 

Thrbugj^, 

Through 

TASTE,'. . . ; 

TPUttt /. .,,;, 

SWELL' . . . 

Throu*gh4ffeftfiLl;2ffi...,. 

i. Through SIGHT,,, . . . 

LEARN?.: 

O • . 0 

• « a 

- • • • v :« 

« • 3 

• a • 

' M 
'M 

•3'5/i 

1 1 ^ 

• • & ! • % 

:.' ; 

•J "f ••• • . - • • " ' \ ' '< •'! • • 

22 '• Leirnihg i s tine aspect of gaining knowledge;,i>'but 
r e t e n t i o n of knowledge another f a c t o r . lJh8ri''ae are 

a in experiment in the laboratory-^ -• bthen 
conducted by the l abora to ry a s s i s t a ; ; t •-

f ee l t h a t we could, a l so , do the experirne."."'•• 
en we are out of the l abora to ry for 
n we are exposed to t h^ s i t u a t i o n a l r e c t ' y , 

expos'fe^ fed a c e r t 
-thQ_.experiment i s 

, we _,, as ~s'tudents , 
.jOu#'^e3?uea.. But wh 
^Pj'n'e 'time .and the 
we" find t h a t 'the 
exposure - the 
s i ' j l e exposure -
was not enough. U 
had not 'ret-aijnjg^d 

, enough, knpijjl^dge 
f^pL/f'selves. The 
" r i€ent ion of^"' • ' ' 

*R!lDtijlPdge,':|'s 50^ 
"with a cQtjibinatio 

of Seeing artd'' 
Hearing. The high 
by doing. That i s 

to" 

HOW mUCH .KNOWLEDGE IS 
BY THE 

10% 
.-..20^ 

30%' 
50% 
70% 

o f 
o f 

LEARNER AFTER . 

what 
what 

they 
they 

'oT-t irf i^iL^hey 

ĉ f 
o f 

90% o f 

what 
wH'Mt 
what 

thsy~ 
they 
•fehey 

READ 
HEAR 
SEE 

-BM. 
SAY 
SAY 

• 

RETAINED 

ONE EXPOSURE? 

& HEAR 
as they 
as they 

TALK 
DO 

est retention is thr'bu-g}^ acftion - learning 
the reason why all adult ,a'nd child learners 
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:APACITY OF RETENTION AFTER A SINGLE STIMULUS 

E EXPOSURE AND THAT IS ALL 
AND THEN THEY EXPECT ME TO 
ARN EVERYTHING... 

J,-, l,lUi.~_J 
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DO-IT-YOURSELF IS THE BEST LEARNING. 

HOliJ TO WAKE 
STRING 
HOPPERS? 

PRINTED MATERIAL 

Black/White Vision 
Colour -do-
Space (dBt3th)do-
Wouement 

Sound 
Space 

Cold/Hot 

Pain/Plaasure 

Smell 
Taste 

• 

• 

• 

• 

• 

f 

SIGHT/VISION 

HEARING 

TOUCH 

SMELL 

TASTE 

HOW TO MAKE 
STRING 
HOPPERS? 

Black/White l/ision 
Colour -do-
Space(depth) -do-
Movemant 

Sound 
Space 

Cold/Hot 

Pain/Pleasure 

Smell 
Taste 

RADIO BROADCAST 

e 

• 

• 

• 

• 

SIGHT/VISION 

HEARING 

TOUCH 

SMELL 

TASTE 

HOU TO MAKE 
STRING 
HOPPERS? 

>• 

• 

• 

• 

• 

Black/Whi 
Colour 

te \1. 

Space (depth)-
Mowement 

Sound 
Space 
Cold/Hot 

Pain/Pleaaure 
Smell 

Taste 

Lsion 
-do-
-do-

FILMS ETC. 

• 

• 

• 

• 

• 

SIGHT/VISION 

HEARING 

TOUCH 

SMELL 

TASTE 

HOU) TO MAKE 
STRING 
HOPPERS? 

PERSONAL 
DEMONSTRATION 

Blaok/Uhite Vision 
Colour -do-
Sp8CB(dBpth) -do-

Movement 
Sound 

Space 
Cold/Hot 
Pain/Pleasure 
Smell 

Taste 

• 

0 

9 

0 

0 

SIGHT/VISION 

HEARING 

TOUCH 

SMELL 

TASTE 





1/13-13 

are exposed more to the activity aids. All educators 
who ate serious about imparting a sound knowledge to their 
students emphasise on the use of field trips, demonstrations, 
participation etc. 

The Purpose and Use of, Audio-Visual l̂ edia 

23 It is unfortUnat^ that audio'-visual materials are 
so often referred to as 'teaching aids'. As is clear 

from the foregoing, the ortly real juaitifidation, fot their 
USB isrthat they actively help studentd to i*Balise thsir 
learning objectives. On some occasions, however, so called 
•aids' can actually become hindrances, if not barriers, to 
learning, for theyr can get between a student and his 
objectives, Thi^ is, .a problem of planning and organisation, 
of course, but the real issue is that audio—visual materials 
should only be employed when effective use can be made 
of their distinctive properties. 

24 ! Some of the properties of audio-visual materials 
can be listed and discussed here. A useful rule of 

thumb to apply when decisions have to be made is to ask 
the question. 'How,.will this aid be us6d so as to 
capitalise on its distinctive attributes?' Generally 
speaking, audio-visual materials have five properties: 

(1), The ability to help promote perception. 

(2) The ability to help promote understanding. 

(3) The ability to help promote transfer of training. 

(4) The ability to provide reinforcement or 
knowledge of results. 

(5) The ability to help retention. 

2S' Not; ail-media, of course, possess these properties 
to the same extent. Nevertheless, these are the 

attributes that a teacher must capitalise upon, otherwise 
the materials will lose their raison d' etre in the 
Iparning process. — 

26' ' ''In TWvifeui'ng'tbe field of aucfip-visual aids, three 
*̂' fe'i'b'ad'geher'aiisations can be; drawn: 

^ '' (1) Students do learn from audio-visual materials. 

(2) The amount they learn depends upon the 
appropriateness of the audio-visual aid*. 
to the learning objectives and the structural 
properties of the task. 

(3) Learning from abdio-visual aids can be directly 
and appreciably enhanced, by teachers in the 
following ways: .: 
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( a ) i n t r o d u c i n g the m a t e r i a l s and s t a t i n g t h e 
. o t i j ec t iuBS to be r e a l i s e d by them; 

; (b ) O b t a i n i n g s t u d e n t p a r t i c i p a t i o n , p a r t i c u l a r l y 
wi th more a b l e s t u d e n t s , (There i s a f a i n t 
s u g g e s t i o n i n t h e l i t e r a i ^ u r e t h a t low IQ s t u d e n t s 
r e t a i n s i g n i f i c a n t l y more i f they l e a r n w i t h o u t 

"'• a c t i y e l y r e p o n d i n g to a u d i o - w i s u a l a i d s l i k e 
f i l m s arcf "tel-e-yi-sioTu.);;:, 

( c ) , E m p l o y i n g a t t e n t i m . c a l l i n g HivTcrei l i k e 
a r rows and p o i n t e r a i q u e s t i o n s and d i s c u s s i o n j 
a s s i g n m e n t s and _ ,p ro j ec t s ; 

' : ( d ) R e p e a t i n g s t u d e n t e x p o s u r e . t o t h e ' m a t e r i a l s . 

27 These findte a r e p a r t i c u l a r l y impcrfeant f o r t hey mean 
t h a t a u d i o t u i a u a l m a t e r i a l s a r e WdR-TH USING, and t h e y 

are also WORTH, USING WELL. . , ? i ' ' ' " " --̂^ 

Audio-Uisu 'a l ' Aids h -

•28 . A u d i o - V i s u a l a i d s ,:.-;.ual s e n s o r y a i d s h e l p our 
s e n s e s of thn hea r ' r -g and s e e i n g t o e n a b l e us t o l e a r n 

' e f f e c t i v e l y ahd e f f i c i e r t l y , Throu-gh t h e s e a i d s t h e p r o c e s s 
I'af ~ l ea rn ing g a i n s ppeedo They help , in., t h e p r o c e s s of 
communicationy A jd io -Wip t j a l - a id s - ar^. 'to.tiay be ing used i n 
t r a i n i n g , e d u c a t i o n ^ con-<!nB:?cB an5=l. prop'a 'ganda. The use of 
t h e s e a i d s i s n o t a neî ; !-:Dnr:Jifiv;tj.pThei3e''ihaue been i n c o n s t a n t 
u s e . The greai ; and va.'lu-:i::0,̂ 5 p s l n t - l n g s ' i'h c a v e s and t emp le s 
were c r e a t e d t o aohxe\,3 ar. BfiTecptivg communicat ion wi th the 
p e o p l e . , . ,. 

29 A s i m p l e claE£-j.fiba'; ' ion off a u d i o - v i s u a l a i d s 
a v a i l a b l e to a comtBunicator today i s g iven o v e r l e a f . 

I t would be seen fi-,at t h e a - ' d i d - w i s u a l a i d s a r e b r o a d l y 
c l a s s i f i e d i n t o four g r o u p a , V i s u a l a i d s a r e a g a i n c l a s s i f i e d 
i n t o two segments i o s ^ y p r c l s c . t e d a i d s and non—projected 
a i d s . •' ; v;-̂  : _, ' 

Why Audio-^Visua! Aids? . -, ., 

30 A m a j o r i t y of t r a d i t i o n a l t e a c h e r s s t i l l look upon 
•'•'tfte s u d i Q - ' y i s : a l a i d s y i t h some ' c o n t e m p t ' o r 

•'Coffcarn-,'.,, jyiaybes t hey f s e l t h e i r p e r s o n a l i t y o r wisdom i s 
t h r e a t e n e d or q u e t s t i o n e d . $ u t t h i s i s no t c o r r e c t . Audio­
v i s u a l a i d s . , on t h e o t h e r hand , enhance h i s c a p a b i l i t i e s 
and improve h i s image as ,a good t e a c h e r . The a u d i o - v i s u a l 
a i d s a r e n e c e s s a r y or u s e f u l because t h e s e a i d s s 

-• make-^Dommuii'i c a t i o n e a s i e r and more r e a l i s t i c ; 

- a c c e l e r a t e 'and v i t a l i s e t h e p r o c e s s of communica t ion ; 

' •*rl;S-timulate i ' l t e r e a t and m o t i v a t e p e r s o n s f o r 
fur the i r communicat ion^ 
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Projected 
I l«» I I I M l 

' PR03ECT0RS 

^OHP 

•EPIDIASCOPE 

-SLIDES 

FIinSTRIPS 

I C 

CL-ASSIFICATION OF 
AUDIO-VISUAL AIDS 

Jii 

Non-
Pro jected 

-2-0 aids . 
pictures, 
paper-
cuttings , 
charts, maps 
Graphs, 
Diagrams, 
Posters, 

•3-D Aids, 
diaromas, 
models, 
globes. 

"Boards e.g., 
display. 
bulletin 
boards, 
chalk­
boards 
etc. 

- Radio 

Record 
Players 

Tape-
Recorders 

Public 
Address 
System 

• Cins-Fi'ims 

08mm . 
16mni 
35mm 
70mcn 

-Demonstration 

^Te lev i s ion 

'Dramat isa t ion 

Puppets 

LFie ld-Tr ips 
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- compel ( r a t h e r hold) a t t e n t i o n j 

- cower more sub jec t -ma t t e r i n a s h o r t e r t ime; 

- thus save time in communication system? 

- en r i sh communis-ationi 

- can reach many people one ancl all at the same time| 

- can be used at all levels; 

- overcome barriers in.communication such as 
distance, time, sizej.'sfiape, very slow arid 

_. fast 'motions, hidden things; 

' " I - motivate ĝ ersons to follow-up activities and 
action. "* 

31 Everyone.-agrees that teaching methods, if '*-
associated uith audio-visual aids, could bring 

very very encouraging results. Schools and colleges have 
improved their results. Researchers have made use of auH5;a-
visual aids with advantage. These are the points which 
have been made by researchers about the audiq-visual ni .. , 

* They supply a concrete basis for conceptional 
thinking and hence reduce meaningless words 
responses of students; 

* They have a high degree of interest for studer.l.-,, 

* They supply the necessary basis for developmental 
learning and hence make learning more permanent; 

* ,,They offer a reality of axparience .which stimulates 
' '̂ d̂ lf-aQti'Vity on the part of the students; 

* They.develop a continuity of thought; 

* These aids contribute a growth of meaning 
and hence to vacabulary development; ' 

* They provide experiences not easily.' secured 
by other materials and contribute to efficienc 
depth and variety of learning; and : 

* These aids help to retain more"for a longer ti 

V 

me, 

WhentoJJse Audio-Visual Aids? 

32 Audio-visual aids are very delicate tools available 
with the teacher/communicator. He should not 

use them indiscriminately. Audio-visual aids are not 
complete by themselves. They are only the vehicles 
of knowledge. The knowledge, information and wisdom 
is with the books. The books are used by the teachers. 
They make their own notes and on the basis of these notes 
they teach. Audio-visual aids, if used to supplement these 
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notes, can help the teacher as yell as the 
many audio-uisual aids at the same time sho 
Use of too many aids may conv/ert the classr 
workshop, thereby 

students. Use of 
uld be avoided, 
oom into a 

distracting the 
attention of the 
audience. One aid 
can be manipulated 
so as to achieve 
s e v e r a l ef f,ects,5i, ,., 
One p o r t a b l e chf/ lk- . 
board couldj.serve 
as a c'h-alk-.bo.9.rd',,. . 
a flannel board... ' ' ""' 
a f l i p b o a r d , arid 
a magnatiQ bo.ar.d. 
Much, afcouvivr-r-'----
depends upon.the,initiative, creativenS^g a 
of the teache"r''+*m-self.,/.;BiJT:j Please use the 
carefullv. Remembers the 4-Rs. 

FOUR RIGHTS IN AUDIO-VISUAL AIDS 

RiGHTUSE -

RIGHT TIME 

RIGHT TYPE 

RIGHT WAY 

nd resourr:efulnes: 
audio-visual aid-

THE PROPER USE OF AUDI0-UlSUAE TIATERIT̂ LS 

Audio-visual materials can do these .thingss 

Promote a fr,;:od-"ât--.mu.t,ual understanding and sympathy in 
••'dur classroom., . .-jr 

Bij'ing about sigrdfic^r.t changes in student behaviour. 

Show the relationship ,of subject-matter to the need's and 
interests of pi.'plls, with a consequent heightening of 
motiuatidh for learning* 

Bring freshness and Variety to the learning experience. 

flake learning meaningful over' a uiide -range of • ^ 
..student abilities, ?. , -. 

Encourage meaningful use of subject-matter by allowing 
for imaginative involvement and active partircipation -
the 'I was there- feeling that results in increased 
learning. 

Provide needed f eedbac+c-•t-4:).at will help the pupil 
•to. discover how he has learned. 

•Furnish the 
concepts uii 

Assure the 

rich 
11 be 

orde:: 

experiences 
developed.: 

and clarity 

from 

of 

, 

th 

which 

ought. 

meaning 

. 

ful 

•Edgar Dale's Audio-Visual Methods in Teaching. 3rd Edn. 
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A S P E C T S O F L E A R N I N G ' : 

- a summary 

THE more a trainer can' arrange the learning situatj-on 
so as to utilise these principlas of learning, the more 
likely the learner is to learn. Thus, a training 
programme, or a teaching teachnique, uill be judged 
adequate to the -degree that it appears likely tos 

pravide for the learner's active participation 

- provide the trainee with knouiledge of results about 
his attempts to improve 

- promote by good organisation a meaningful 
integration of learning experiences that the 
trainee can transfer from training to the job 

»- : provide aome means for the trainee to be reinforced 
for -appropriate behaviour 

- provide for practice and repetition when needed 

- motivate the trainee to improve his own performance 

- assist the trainee in his willingness to change. 

LEARNING is a life-long activityj we are never too old 
to learn, but we are frequently resistant to change. 
People often talk about problems as if they safeguarded 
their position, e.g., 'There are so many problems) I cannot 
change.' What they mean is, do not remove the 
problems or I might have to change.'Learning is change. 

-reproduced from: ?An Introductory Course in Teaching 
and Training Methods for Management Development'> ILO 
Manual 36, Geneva. 
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CHARACTERISTICS OF A GOOD TEACHER 

* Emotional stability and sound mental health. 

* Physical health and dynamic personality. 

* Above average intelligence. 

* Creativity, imagination and resourcefulness. 

* Good grooming, poise and refinement in 
voice and action. 

* Courtesy, kindness, sympathy and tact. 

* Patience, 

* Sincerity and Honesty. 

* Firmness. 

* Promptness, efficiency and ability to organis!: 

* Positive and encouraging attitude. 

* Democratic leadership, 

* Professional status 

A teacher has not only to teach, lecture 
and talk in the class but has also to guide 
and be friendly with the people who he teaches. He 
is to impart knowledge and not to impose it 
on the people. He should not be a banker of knowledge, 
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CHAPTER 

CHALK BOARD °2 

Introduction 

01 No classroom is complete uithout there beiog a 
chalkboard (or a black board). Also no teaching seems 

to be complete without using a chalkboard. Teachers have 
always used some media to communicate their uiBu>s to the 
audience and this media - in a majority of instances -
had been the chalkboard. 

What it is? 

02 Chalkboard is a piece of commercial ply about 5cm 
thick of desired length and width. Its one surface 

is painted with chalkboard surfacer. The painting is 
generally four coats - tuo vertical and two horizontal. 
The chalkboard surfacer can be of black, grey or green 
colour. Choice of colour is, of course, optional. The 
board may either be mounted on to the wall io front 
of the audience or kept on a board stand. The board 
stand should be rather sturdy. Chalks of various colours 
are used for writing. Dustless chalks are also available 
on the market. Chalks should be soft so that they do not 
screech when you write on the board. 

Advantages of Using a Chalkboard 

* Generally available and inexpensive 

* Durable 

* Gives larger area for the user 

* Large enough to be seen by the audiD#ce 

* Requires no advance preparations 

* Ideal for mathematical work, illustrations 
and diagrams* 

"^ 
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^imitations in Using a Chalkboard 

. ^ j * * R̂ qijireSf'tiha teacher to tucn away froro 
the audience; 

** The teach^^ tends to ignore his audience 
p ;,, ; and speak to ,the tpoardj 

: u , *^ Dusty arjd messy to hands, clothes and 
-. to the neartjy equipment e»a_»,' OHP; 

**.Dramatic, and unusual effects not easily 

GaiitionS in Using a Chalkboard 

*** Write for the audience and not for 
• • ' yoursB'lfl- ''•" ••• •• • 

*** Use capiital letters for better elarityi 

c **• Use cdloiir chalks for emphasis; 

*** ^se dustlfess chalks when possible; 

*** Do not stand in-front of the board 
when audi&nc© is takif>Q down notes; 

• * * * ; D O not overcrowd the board; 

*** Do not talk to the board; 

*** Clean the board before leaving the elaes* 

03 The light falling on the blackboard must be of 
the correct illumination fend from the correct 

angle giving maximum light but preventing glares 

04 The lettering pr> theî ^̂ blackboard should be 2" to 3" 
to make it visible to. students sitting at the 

rear of the classroom. 

05, , The chalkboard should always be maintained in good 
^condition and whenever its surface becomes worn 

or giosgy fresh black paint can be applied to give it an 
uniform darkbackground. The .ingredients needed for the 
blackboard paint ares 

(i) non-greasy sotrt-and ashes, left from a 
"̂  woodfire; 

(ii) linseed oil. 
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,,(.,Reaciy,niade charfe'B~6aird suE-f abejps, in various, ̂ shades 
are' aiso' â ĵ ailabls commercially.) " --iis 

06,; , ,J^e ashes should be passed through a sieve 
to'obtai'n a-'finp ppwder. 500cc of linseed oil, 200cc 

of fine pou/der of ashes and. 5 teaspoonful of soot is 
mixed .^thoroughly to make a paint for the chalkboard. At 
least' a p̂ e'fidcf "'of thxeo weeks should be alloued for the 
.surfaced to become/absplyt^ly dry and hâ rd̂  

Practical t'ooi's for the Chalkboard 

07 In order to make the best pd&'sible use of the chalk­
board, the teacher should keep some of the equipment 

ready for use. Somê .f,.t.them are,; , 

i. A pait of '6amp!6ssBS for. drawing circles, 
made of a piece of rope with which chalk 

•: is .tied at one end; ¥^i-

ii.;pA,ruler for drawing straight lines. It must 
be straight and should stick wall on the 

,*oj; chalkboard surface; 

i'ii* Aj-vT-square which provides a 'convenient tool 
*":•'.? ; for,; drawing 'parallel lines and guide| 

iv. Patterns should be prepared" in advance 
to save time during class hours to draw maps, 
diagrams and figures. Sometimes it will be 
helpful to draw figures also in advance 

• "- -̂  , ,: before the class starts and students assemble, 

Waking Diagrams on the Blackboard 

08 'The .following methads could; .be used for making 
-' diagrams while making use of the Chalkboards 

-• ;d'i > Grid. Method • 

the'grid technique^ :e^largemBnt of original 
drawings made on ordinary s'x^zer. of? paper could be 
obtained on the blackboard in large scale. Some 
squaris are drawn op the original drawings. The 

.chalkboard is.blopked_off in larger squares. The 
original dra,wings can thus • be transferred to the 
chalkboard by. drawing one square at a time, 

,ii. Pattern l̂ ethod 

This method is suitabiB-,,for drawing complicated 
maps of villages, countries. States etc. Drawings 



ll^'lh 

ate made ot;i a piece of paper for each lliustfation 
which haa to be put on the blackboaicl, then with a 
punch or perforating machine, the illustrations are 
perforated in outline at 1" intervals. When the 
complete drawing has been punched out, the pattern 
is held against the chalkboard and WJe duster is 
rubbed f̂ irmly across the perforated section on the 
outline* Thus an outline of chalk dots appears on the 
board* These dots can be Connected freehand with 
a chalkI 

iii.tteitlgte. iviethod ^ .:...,: -r; 

Template can be iftaic|,6 oji:Wir'lftif(,, Stiff and light­
weight material li-^^'cabdbbartl br shefet metal* The 
design is drau/n oV'the mateafiai and tihen cut 
and the templ&te is ready for use^ Thi template is 
held against the chalkboard with one hand and is 
outlined on the board with a chaiki, 

iv«Ela3toqraph Ŵ thcjiĵ  

The elastograph helps to triakfe ah enlarig^d co^y 
of the diagram by usirt̂  an elastic stflhg. The 
original drawing is attiiched on the blackboard and 
one end of the elastic string is pinned at a point 
to the left of the dia^tam iî  such 6 way Vftat> when 
stretched, the knot may bbvet d poittt of the drawing. 
At the other end of the string, a ptace of Chalk 
is attached which marks the enlarged drawing on 
the chalkboard. The knot should be kept above the 
outline of the original drawing. The larger the 
distance between the chalk and the knot» the 
greater is the enlargement obtained. 

Summary 

09 The chalkboard is the most common aid that is used 
by the communicators and teachers all over the world* 

With all the modern teaching aids available to the teacher, 
the chalkboard is still in great demand and in uss. It has 
several advantages besides its being cheap a^d easily 
available. There are certain limitations on the use of 
the chalkboard and some precautions have to be taken by the 
teacher in its use. 

10 The communicator should also try to keep with him 
some simple equipments to make a full yse of the 

chalkboard. He should put the chalkboard to the most 
practical use and by making technical diagrams stc. on 
it for the benefit of the audience. 
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CHAPTER 

03 

n i l I li l^0»JUki^^ I i I lliigiiiilittil If I'ljjliii fl 

Introduction 

01 The flannelgraph (or flannelboard) is the roost 
adaptable and flexible teaching aid. The user is 

able to present material to his students at the right 
moment and is thus able to build up a composite 
picture step-by-step« Drawings, titles, illustrations 
and headings may be added at will, and associations 
clearly demonstrated. Materials can be rearranged, 
developed and simplified at will. The principle is 
so closely allied to the learning process that its 
effectiyeness depends solely on the careful choice 
of material, and the care and skill of the user. 

02 Pictures, illustrations, captions and other 
symbols prepared on light card or stiff paper 

backed with a light fluffy material. When these items 
are placed on a board covered with a similar 
material, the fibers of the two interlock on contact, 
and a light temporary adhesion takes place. If the 
flannelboard is lightly brushed before use, this 
adhesion is improved. 

03 This aid has also some other names e.g., 
khadigraph (because khadi cloth is used as a 

backing material on the board),plaatigraph (because 
plastic sheet is used as a backing material on the 
board and the cutouts are also made of plastic sheets), 
Hook-and-Loop teaching aid (because the hook-and-
loop material is used as a backing material on the 
board as well as it is used for the cut-outs), etc. 
Whatever be the name, the principle remains the same. 
It is a very simple and effective teaching aid that 
a teacher can possess. 

Types of Materials Used 

04 Supporting Board. You need a reasonably large 
board covered with flannel cloth. As mentioned 

earlier, you can use other materials as well e.g., 
khadi, towelling cloth, blanket, flock paper. 

05 The size of the board could be 24" x 26" or 
30" X 40". You can even make use of the existing 

chalkboard (portable one) by covering it with flannel cloth. 
Size is not very important, but it should be kept in view 
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. ;%o,,,thg:t;;:«ll£'"de{ffy6fs^; a your a u d i e n c e a r e a b l e t o s ee 
^ t h e board Cfle^JcA^ciufratn a l l cbYners of the c l a s s r o o m . h n P 

06 The ?:|.oth sJsotild' be" t i g h t l y and f i r m l y f i x e d a g a i n s t 
x u ' - " ^-^ ^--^th^ s u p p o r t i n g b o a r d . F o r . . t | m p o r a r y u s e , c l i p s 

o r t a p e s ,̂ q îî  bi% \d^^JS^J^±ui^-vh:^'Wat'eTial» Permanent 
flaC^e44€raTtr§*Tia^e t h e i r a d v a n t a g e s b u t a r e n o t so easy 
to t r a n s p p r : t . ;A'li,cboarti nshduld' p r e f e r a b l y be used wi th 

^-,^,; Hv a s l i ^ H ^ >aQkwardf3-tii*i%t t h e tp^ ,..„•.,, 

r ~-•'J ••'''• •'•"' • ' - i i . - . p •-•' -''-'"-^ ^ '""^ ' ' " ' i • ' " I / ^ " : •' '-•-

- t v't07' ' •Tfte* c3:pif?r'=§Ml^'&s''° idarfc green* /blue or blacH;. • 
r- 'r.i 1 !"""'̂ - Deep c p i o u r i ^ ; a r e pref&rgble . be^cauae t h i s c o l o u r 
, -^ jT pri u i&i 11 • p r o \ 

-i 6v^#bols' aricl'' Lejytai^iTvg • 

tjp L.-gj-uuVj!?' ai-cf p r u r B i auxB aeuaufse 
av ide , , a „cont5r'.as;t?'"tc^-'t'He ' c u t r s o u t s . 

..,.ip ; :toof ouc, - ' . ^ 
and Lejvtai^iTvg' • -̂  , , . ,r-t 

: ri: 08 ^••-These pan,:,becdcaiiin d i r e c t l y on- t h e f l a n n e l c l o t h 
u- • p i e c e s and t h u s c o u l d ' b e used as c u t - o u t s , or t hey 

can be drawn on t h i c k ca rd and t h a n backed wi th Sand­
p a p e r . Sandpapep s t i c k s b e t t e r on i^p t h e f l a n n e l c l o t h . 

.:•_ . f i a t ^ r i y s that: ypfai ^tey'1\ffegtf ' ' " '^^^rr 

:•,:; i09-" '-Ybu u/iXl iOeed: the Feiiloiiai'ng rmaitBrial t o 
,. rrn «xdn'gtru.ct-5% f!iu.l:liefMnWe,igrfphs ^ : j ; • 

••,0'! n.!-

:.uc 

-b"̂ --

•-^^'-'-Sijppprtips EbJô r̂d>iX"fĴ ^ other) 
f.o -i'i't Fiannsl cloth to couer one.suKfpofqof the board 

- Boar(^ stan.^^,^]^ a •j^ri^^^!a:::jslfc^nd-^"'^ " 
- Hardb,oa^^O"tTi^"tfiXH]r c a r d b o a r d f o r p u t - o u t s 
- Colour post^^j , j p ^ e r iHO 13'"'- • ̂  ^ 

. V',-:5£uW'','^''ad|-ie'si.V.eo or- 'f l lue ''•• '̂'•'' ,,..-r <:-
.. :;,?rr9P6ncil^, magig, i n k pehs ( f e l t - r t i p n R B n s ) 
g; :.??:?SeiSsdts ,_'..-, _;...,IP :in':-^' / ' • ' . , "V.^,,: ,-. 

•̂.: ;^.mSai1dp6[p^r .Q̂ r ,^f:l9iak"*pap'e± ' .'"•.̂ '._ ,̂_.., ,̂  
.. ,;o->t)'WritIh'gr'.ip^a'p.^, f a r makftfg ' the"scheme, ,or l a y o u t 

, v„r. .;u -^^string-';--':^;':;',,^;;ui- ->" l / - - ' ' -p-
g i u o - ^ ' - • 10 T^P i l ius±x-afeioh ' 'oT t h e . - f l a n n e l g r a p h and t h e 

giv^fnjdasfOriptxBh'^ijiXl e^iiable you td u n d e r s t a n d t h e 
. (Jothposi^tiofihand'^iirfsti^d^^^ f l a f i r i e l g r a p h . I f you 
. "ariB'^bi^.. ±Oj;-gath^^ v e n t u r e 

. . 111. tHk;^ epostrutctiteh'^'f^j^^^^ Use. ' T h i s i s 
.;i ' th^ s i m p l e s t - that' '^Stii 'ti ' tpel^sfJiQga more d e t a i l e d 

^^r-.p.&s'' Qfersibhe a r e a l s o i \ /a i lable , . , j ( - , ie srii "'•"' 

t-iouf'-'to Use t h e F l a n n e l q r a p h ' l , , o silJ S'"' '''^•T'' , 

1T In u s i n g the f l a n n e l g r a p h you have t o : 

grU f!' 
-r-r^'-
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- decide on the story to be presented? 

- prepare cut-outs (or appliques)j and 

- present the material 

12 We can nouj discuss these points in detail. 

Decide on the Story to be Presented 

13 It is always good to discuss the subject in stages. 
You have, therefore, to break the subject down into 

sdwe small steps and take up each step for discussion at 
one time. If yoU tty td discuss several points together, 
you may not be etf^cii'JM and also the students get 
cont'-used* They ttidy nift Jdfe' able to foilcuj you. In order 
to brfeak the Subject into smaller stffps* you better 
•write down the sequence of your subject. Do not uitite 

''the whole detail of the topic, but only the main points 
'u)h±6hj of course^^ can be Elaborated by you at the time 
of presentation. 

14 Also at the saine •-t-ime-ŷ 3.u sh.dHld make a scheme 
0f your presentation. When will cut-out (No.l) 

appear and what points_will you make then. Plot out 
'"On a pieee qf paper how your cgt-outs will appear on the 
flahnelboard. Give them serial numbers. This piece of 

~~ p«̂ iQr will be your guide dr̂ 'the scheme or thelayout. 
This paper will stgy in front of you during the presenta­
tion of the lesson; THTis'̂ ĵilliliase:̂ ^̂ ^ on track. 

Prepare Sut-outs (or. Appliques j 

1S As fnentioned earjlier you have to write-out 
the theme^ of the story,. That theme has to be 

suppoftBc^ by some visuals - these visuals are called the 
cut-outs or appliques-. Cut-outs are made from hard card­
board. The tjack of these card-board cut-outs is 
supported by sandpaper and also is given the serial number 
adcdrdihg to the sequence of the story. These cut-outs 
can be either textual or pictorial. Simple 
illustrations can be made by the teacher himself. The 
illustrations or the texts should be bold enough, so 
that these could be seen from a distance clearly. Each 
cut-out should have a backing of good quality sandpaper 
or of flocked paper. Cut-outs pert-aining to a lesson 
should be kept in one large envelope together with the 
theme of the story. On the theme sheet serial number •f 
the sequence should appear. This will help the teacher 
in placing the cut-outs in the correct manner and at the 
right time. 
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riannalgraph 

Description 

Supporting board. A plain, even-surfaced 
piece of wood. Size generally used is 4ft x 3ft. 

Front surface of the flannel board. The supporting 
board is covered with flannel cloth on one surface. 
The cloth is either pasted up with some strong 
adhesive glue or held in position by the use of 
nails. The cloth should be about two to three 
inches more than the size of the supporting board. 
The additional cloth is bent over in the back of 
the supporting board and then nailed tightly. The 
cloth should be a good quality flannel. It could 
as well be felt cloth, khadi (home spun cotton 
cloth - thick variety), towel cloth having fibres, 
or even a piece of rough blanket. The colour 
of the cloth should be dark e.g. deep green, 
deep red, deep orange or even black or dark grey. 
The deep colours are used mainly to provide 
contrast to the cut-outs. 

These two pegs will hold the supporting board in 
position. These pegs can be louered depending 
upon the height of the teacher using the board. 

A sturdy three-leg stand. The stand is needed 
because the supporting board has to be kept at a 
slant to put the flannel board to its best use. 
The stand is also used so that the board can be 
moved from one room to another. In case the slant 
or the tilt is not provided, the board might fall 
and also the cut-outs might not stay in position. 
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Flannelgraph -n 

A rough layout of the flannelgraph - Sche me. 

MAIN TOPIC 

UNIT 

•p c 

U~ 4.1 (0 

• p « 
(D JC 

o x: o 
10 -p nj 

SUB UNIT 

18 to v< 
n 

c o 
IH .H -P 

••A 
(D e ^^ 

^ ID (D 
SUPPORTED BY 
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Flannelgraph 

Light pancil 
guidB rulss 

Front side of the cut-out. 

Back side 
of the 
cut-out 

Sandpaper pieces 
glued on to the 
back side of the 
cut-out. 

Serial number 
of the 
cut-out 

The lettering on the front side of the cut-out can be 
further improved by giving a darker shade outline to 
the letters. The dark outlines will also remove the 
unwanted distortions in colouring etc. 

The light pencil guide rules should be erased before 
the use of the cut-out. 
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riannelgraph 

liJhili writing 
on the cut­
outs, the 
•dgsa and 
curves do not 
get a sharp 
finish (ate 
the encircled 
areas). 

Such letters 
do not 
present a 
good picture. 
The/ appear 
to be shabby. 

Pw niuin-, a I'l-'ing uiith a thick 
penca.". o:: .û  t," a dark pen, you can 
smoothsn the letters and bind them. 
Letters thus get a smart appearance. 
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Flannelgraph 

Give some sharp colour to 
the outser surface. 

Arrows can be cut in various forms. The above two 
forms are moat commonly used. In order to cut several 
of the arrows, cut one, and than trace 
the arrows on one sheet of thick paper, and then 
cut them. Use different colours if the arrows 
are to be used at different places. 

Do not keep the edges very sharp. Trim them 
a bit otherwise they will present a sad appearance 
after some use. 

Jt-
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Presentation of the Material 

16 Uihen you are ready uiith the theme sheet and the 
cut-outs, you should not hurry up with the 

presentation of the cut-outs as soon as you commence your 
talk or discussion. You can build up yogr lesson gradually 
and when it needs emphasis then only yoy bring in the cut­
outs. Do no represent the cut-out merely |or the sake 
of demonstration, but use them as main—tf|&ics and 
discuss the topic thoroughly before yoy Bfing in the 
next cut-out. Do not be in a hurry, P?e#entation of the 
lesson demands a lot of tact and seriousness* You should 
be steady and firm ih your approach to the subject, Qo 
not get confused with the cut—outs, and also do not play 
with them, 

17 The most appropriate manner of presentatioh is that 
on your table you should place the theme-sheet on 

one side and on the other, you should keep the cut-outs, 
facing downward. The highest number of the eut-out should 
be,the lowest and the first serial number should be on the 
top of the heap. Remember, the back ^f each cut-out 
mu»t have a serial number corresponding to the serial 
fHjmber appearing on your sequence sheet or scheme, 

16 Do you know what you would be doing during the 
Course of the presentation of the material. You will 

be Informing, arguing ahd stimulating the audience* 

i. Informing 

(a) with explanation of ideas and facts, * 
without stating your ow*i point of view; 

(b) describing the method to be followed, how 
to manage equipment, tools Or 
instruments, etc* • 

ii. Arguing 

(a) about own points of view; 

(b) backing your own thesis* 

iii. Stimulating action by means of 

(a) the presentation of probleraa; 

(b) the comparison and analysis of facta, 
processes, etc* 

19 While handling a class and while making use of the 
flannelgraph, you do not have to a long talk. You can 

develop the topic by making use of sub-titles or catch­
words, and by involving the participaats is the discussion* 
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What is to be Achieved in the 
Construction of the Aid? 

20 In order to make your flannelgraph to be effectiva, 
mBaning.ful,;andr.usefiJl^ you shquj,d devote great 

attention to the proper'TeVhViTques" oT^rts "ciDnstruetiono 
While thinking of usingrithe-flannelgraph as a teaching aid 
you should try to achieves 

Graphic Unity; Ex.pres.S; the central: idea in a short 
clear and telling phrases? 

Simplipifcy; Avoid Unnecessary details, letters, c? 
images Qt illustrations that iare; too crammed and 
crowded} i "^' ""' " ' 

ViJBiî fliil̂ y.i Uke adequate illustrations; that are 
visible to all from ali bolsners; pf rtHe fciassT":;^, , 

Proportions; i^satpi ia mi^nd:^.h% (pEin-ciples of 
proportions and perspective; 

Adequate Use of iOatourgg Cambine agreeable and 
harmonious elements. Try t<̂  achieve contEa,st 
as much as possible! 

Balance and Harmony; Plan the display of ttTB—̂  
elemehts soithat-.inrpteaenting themrthey are 

•' "well-balanced aroynd. an imggi'nary axis, ^ 

Advantages of Flannelgraph 
'r,,, 

* Turns teaching,stimulating and dynamic. 

* Increeses participjajtion in the class. 

* . J:: Ds-scrities /acts aryd operations in a progrsssiv-' 

* Centres the presentation on main aspects of the theme 

* Transforms'^ abstract into objective ideas, 

* Stimulates praVining and makas teacher 
stick to a pla"n. 

* It ia adaptable for any type of learners. 

*• It is economical to construct, 

* It can be prepared beforehand and permits re-use<, 

» Attracts and holds attention due to its character-! <̂'-' 
and colours. 

* Illustrations can be altered, replaced easily. 
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* It is hardwatifing. 

* Can be used iri conjundtioin with tfepe-recorder, 

Some Limitations on the use of Flanrtelgraph Lv "-'a•;KT 

** : Difficult to USB outsid&.the cXsssroow 
in windy conditions5 

•' '' ' ^ P ' ^ " •' - -ic 

** Cannot be used as a chalkboard for writing; r<i • r*U! 

** Visuals have to be prepafed in idv/aftcet 

Cautions to be Observed 

*** Number the visuals (cut-p^owta) c»reft̂ li|U:i.;_; 

**•* Rehearse before use; •"• 

*** Keep the uisualf and theffle I n ona^-9f>^lope* 

*** Keep the flannel cloth cl«an and bpuahed up 
for better hold Qf iliustrationa by the 
flock or sandpaper* 

Evaluation ~*~* -

21 When finished with the pres«ntation and use of 
the flannelgraph as an.iaijd* it wouXd be interesting 

to ask YOURSELF uhethet thefiStetial fhownt 

- has been attractive? 

- maintained students'JXrttetest? 

- interpreted the ideas eiaarly? 

- ujas adequate and relavant for tie group? etc, 

22 It mould be still mora interesting if yog associate 
your audience also in the task of eyaluating the 

usefulness of flannelgraph as an effective teeching aid. 
To obtain the reaction, cbnfm<^ti^ and suggestions of your 
audience it uould be adviseati^Xo if you dsvsloped some 
sort of an evaluation sheet, „ 
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Check List 

FLANNELGRAPH - ON TRIPOD OR WALL, WITH 
PREPARED APPLIQUES (CUT-OUTS) 

(?) Is the board slanted and positioned 
for easy writing/or placing the cut-outs 5 

(?) Is the stand stable? 

(?) Does the flannel surface need to be 
brushed up| 

(?) Have you planned the arrangements of 
your cut-outs; 

(?) Are the appliques arranged in the 
order of their presentation; 

(?) Have you got the Scheme ready; 

•(?) Do all the pieces stick on; and 

(?) Are letters and figures clearly readable. 
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CHAPTER 

04 
FLIP BOARD 

lii^iiii • i t f i f c a w i i i — w tiifkulf <i.iii»ii fmiU 

Introduction 

01 You have been using the chalk-boatd and ^ 
flannelgrapha in your teaching aasignmanta, Ydu 

might also have used the other display aids e.g*, 
Bulletin Boards etc. There is yet another teaching aid 
which you could also use with advantage and that is, 
the Flip Board, 

02 Oust haue a look at the terminology • flip board 
or the flip chart. Flip board hare means the total 

aid which also includes the charts* A collection of 
pre-prepared cherts on large-size papers, clipped 
together on the top to a display board, can be called 
the 'flip board*. It is not essential that the charts 
are pre-prepared. These sheets can be plain sheets on 
which you just write as you do on your note book or on 
your sketch book.In general terms, it is a large-size 
sketch book, which you use in the classroom. 

Composition of a Flip Board 

03 The flip board consists of the following: 

- A supporting board 

- Several large-size plain paper sheets 
- A few fly-screws 
- A strip of wood 
- A stand for holding tht supportiig board 
- A few markers, magic ink tubes Of colour chalks 
- A pointer or a scale 
- A few 'R« clips. 

04 A detailed description of these items follows. 

Using the F^ip Charts 

05 Each chart is to be flipped over after uae. One 
chart will discuss one point and to discuss the 

next point, you will have to turn the first one over aad 
use the next one. Remember that your charts are 
arranged in a pre-determined order afd fastened together 
on the top. 
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Description 

1. A piece of wood. About 1^ inches wide, ^ inch thick and 
its length to be slightly longer than the width of the 
supporting board. The strip should be properly polished. 

2« The strip should hav/e tu/o holes. The distance in between 
the two holes should be 1 ft. There should be two holes 
in the supporting board as well. The holes on the strip 
and on the supporting board should be at proper places 
and with equal distance. Two fly-screws about 1-̂  inches 
long should be used to hold the paper in between the 
strip and the supporting board. The screws should be able 
to pass through the supporting board, papers and the 
strip. Better used BRASS screws to sa\/e from rusting. 

3# Supporting Board. Preferably of teak wood, about j inch 
thick, properly polished. Size to be about 4 ft high and 
3 ft broad. One side can be given a paint of black/grey 
surfacerto be used as a chalk board, ;>nd the other side 
can be painted white or grey. Thick - i inch - w.; - . 
board can also be used for this supporting board. The 
board should have two holes on the top in order to hold 
the paper and the wooden strip (refer 2 above). 

4. About 20 sheets of paper can be used at one time. Paper 
can be of any type - mechanical newsprint, white printing 
paper, light brown packing paper. Do not use very thin 
paper as the writing ink might damage the paper below« 
Avoid using spirit-based inks. Water-based inks are better. 

5. Two pegs will keep the board in position. These pegs can bs 
moved upward or downward keeping the height of the teacher 
in view. 

6. A three-leg chalk-board stand is to be used to hold the 
flip-board in a slightly slanting position. The stand 
should be sturdy. The third leg of the stand should have 
some kind of arrangement ohich will stop it sliding 
away. There can a chain or a hook which will get fixed 
up with the front two legs of the stand. It would be good 
if the feet of the stand have a small rubber strip 
attached to them. 
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Usa of Spiral Binding 

In case you are sure of the sequsnce of your 
charts and in case you have the facility to have 
them spiral bound, you can get your charts 
bound in this manner. Because of the holes and 
the soft wire yoj uill have the facility of 
turning over the charts easily. 

This, hOLuBuer, becomes a bit expensive 
proposition, but once you are sure of the 
accuracy and permanance of the subject 
it would be good to have them bound in this 
fashion. 

I*lind you! Approach to the subject can be 
altered by the teacher and this might 
compel him to rearrange the sequence of 
the charts. If the charts are bound 
permanently, the rearrangement might 
become difficult. It is always good to be 
flexible in imparting education and training, 
because you are dealing with human beings 
and not with machines. 
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Use of "R" Clips 

In case it is not 
possibla to hava 
the holes drilled 
or to locate the 
fly-scrsys, you 
can as uell make 
use of the 
"R" clips or 
Clip Bends which 
are available uith 
harduare shops 
or with the 
stationery stores. 
It is available 
in various sizes 
end you should try 
to select the 
largest one and 
preferably of 
stainless steel 
or of brass. Iron 
clips become rusty 
if not used often. 

Figure A will give 
you an idea of the 
shape of the clip. 
This is shown as 
from the front side 
of the clip. Figure 
B is shown from the 
side of the clip. 

The clip can be used 
at the top of the 
board, as shown in 
Figure C. It can 
hold about one dozen 
sheets of paper 
together with the 
thickness of the 
board itself. It is 
better to use at 
least two clips at 
one time. If the 
grip of the clip is 
light, then use 
three of them in a 
row. 

RnarH 

R" CLIPS o« 
CLIP BENDS 
CAN RETAIN THE 

FLIPCHARTS 

ON THE bOARI>. 

Sheets of paper 

Support­
ing 
Board 
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Waking Flip Charts 

Sheets of paper proposed 
to be used in this cass 
should preferably be of the 
same size, same thickness 
and same colour. This is 
essential to bring 
uniformity to the aid 
and to yiue it a proper 
professional status. 

Charts should be drawn 
in sequencB. It largely 
depends on hou you plan to 
handle the subject. You 
should prepare the charts 
in that sequence. So, the 
first chart will be on the 
top and then beloui it 
the subsequent ones. And 
the last chart will, of 
course, summarise the 
topic which you have just 
discussed. 

The charts should be done 
in a neat manner. They 
should be drawn in dark 
inks. The illustrations 
and lettering should be 
bold, Auoid using too 
many colours. Restrict 
the colour scheme to two 
or three. It is necessary 
to leave some margin on the 
top of the sheet, as this 
portion will get covered 
up with the wooden strip. 

In case straight lines 
and circles are involved 
in your illustrations, then 
better make use of the 
drawing board and instruments, 
After all the sheets are 
prepared, put them together 
and bind them with the help 
of some string or staples. 
Each sheet should be 
numbered, so that you know 
the sequence of the sheets. 
Once all the sheets are 
ready then they should be 
mounted on the supporting 

• I r 

- • • -
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06 Houj will you turn the cH&|i ove*? ^ou eah do it 
fay hand -if ya6 are auf^ficienily t«il Or by miHirj^ 

use of some pointer or ^odt'-tuier. Rette'mbet, that ths 
sheet of paper can be damaged if ydu turft it cjyel With 
a pointed pointer. So you will have to be wety c^f^ful 
in this regard, 

07 Once you start using the fjip charti do not try to 
hurry up with the lesson. You are discussing the 

topic and not demonstrating whet you have drawn or 
written on the flip sheets. 

08 Turnover charts (or flip charts) are a good means 
of maintaining interest during the course of a 

training period. The knowledge that fflore material is 
yet to be presented: 

•> Acts as a stimulus to thouQht; 

- Helps to retain attention; 

- Encourages the viewer? to anticipate 
the next step* thus stimulating and 
encouraging audience partleipatiORa 

09 It should be remembered that aids which create 
audience anticipation help people find their own 

answersf and contribute to the best possible teaching 
technique, 

Advantaqes of Using f-ljp Charta, 

10 Some of the advantages are giwen belowt 

* Attracts students* interest 

* Keeps a sequence of the topic 

* Helps the teacher to preseat his tubjeet 
in an orderly mawner 

* Helps to fix the contents of its image* 

* Allows for quick synthesis of the fcoplt 

* Easily constructed - students can also 
help 

* Easily operated 
* Economical 

* Does not need electricity or darkeni^ Of the room 

* Good for explaining a story which 
needs only simple outlines 
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* Useful for one-time b r i e f i n g which does 
not need any e l a b o r a t e prepariat ion* 

t •* I t i s quick, avoids d u s t , mess and time i n e r a s ing 

,: • ; 5hBet,s^ can be r e tu rned for r e v i s i o n and 
.., sumfnarisati-on 

' • • i t has p o r t a b i l i t y , 

SoinM Lltnl^at-i'ohs 

*• Although the'Sheets are large yet the 
writing space tends to be Hmited| 

•* Presents some transportation problemaj 

•* Dramatic effect is limited; 

•• Storing is difficult as curiing takes 
place due to rolling. 

Cautions 

••* Conceal the top of the chart with a blawk 
sheet until ready for use; 

*** Turn the sheet over carefully otherwise 
it might tear and cause disturbance in the class; 

•*• Stand on one side of the flip-chart« while 
using them. If you stand in front of the 
charts, the audience may not be very happy 
with you; 

«•* When finished with the talk, roll up the pages 
'top-side out* so that when you use them next, 
the bottom of the sheets will not curl 
towards the audience; 

*•* Always keep some felt pens (markers, magic ink 
tubes) ready as they tend to dry up fast -
80 check the markers before use; 

*** Keep the markers with their tops on; 

•** Draw illustrations in light yellow pencil in 
advance if these are to be presented in the 
class - this will save time and also you can 
demonstrate a bit of your confidence to your 
audience I 
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Sumoiaicy 

11 Flip board is one of the very useful teaching 
aids that a teacher can use. It replaces* to some 

extent, the. slide projector, flannalgraph and the chalk 
hoard. It consists.of a supporting board, a few plain 
sheets, fly screws, strip of wood, R clips, spiral 
biDding, a pointer, and a feu markers. It is very 
economical and -not much of skill is needed to make and 
use them. Although the aid is m0̂ iiys-efFi«'-̂ par, it can 
be prepared on polythe«e sheets as well or euen on 
cloth. 
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LETTERING TECHNIQUES 

CHAPTER 

05 

Introduction 

01 In audio-visual materials LETTERS and UORDS play 
an important role. They make the visual lively, bold 

and effective. Audio-visual aida, without the use of 
appropriate letters, are like a beautiful lady without 
ornaments. Letters add to the beauty and grace of the 
visuals. 

02 Letters should be clear and bold and written in 
attractive fashion and with appropriate colours. 

Letters can be formal or informal. These are also called 
free-hand letters and capital letters. 

Formal Letter JLE 
Free-hand letter • T T 

Freehand Lettering 

03 There are many good mechanical lettering methods uh-''"̂  
are both quick and efficient, but there are occasions 

when such equipment is not readily available and when it is 
necessary to produce an aid with utmost speed. This alone 
is sufficient justification for a time being spent on the 
development of an individual technique. 

04 The tools available for freehand lettering may ra'̂ .ge 
from simple pens made from strips of bamboo cut to a 

wedge point, to round and broad-tip lettering pens and the 
felt-pen variety. 

05 The technique for using each type of pen is similar, 
but the felt pen tip permits the fastest work. A fPi' 

tip pen with a wedge-shaped tip is the best type for 
lettering and should be made with the cut angle of the tip 
uppermost. The sharp edge of the tip is presented to the 
paper, and this will produce the neatest line. The pen 
should be held with the point at an angle of approximately 
45 degrees to the guidelines. 
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06 Light pencil horizontal and vertical guidelines 
should be drawn for all forms of freehand lettering. 

Although the wertical lines may not be in the exact place 
required for any particular letter, it is in practice much 
easier to draw a truly vertical line if there is another 
vertical line nearby. Wherever possible, letters should 
be formed from a series of douinstrokes. The letter "S" 
for instance, could be drawn by making three douinstrokes. 
Holding the pen at the angle described uiill help to give 
the letter character and style. 

Capital and Small Letters 

07 Ule tend to 
as much as 

It is for this r 
difficult to rea 
letters like tho 
and continuous u 
made of capital 
reading can beco 
In visual aid ujo 
are more appropr 
captions and mai 
than to long phr 

recognise words by their general shape 
by the order of the indiuidual letters. 
eason that a row of capital letters is more 
d than words composed of small (lower case) 
se used in this pai^agraph. If exteHsive 
se is 
(upper case), 
me tedious. • 
rk, capitals 
iate to 
q titles 
ases. 

A ROW OF CAPITAL LETTERS 
IS MORE DIFFICULT TO 
than ijjords composed t 
small (lower case) 
letters . 

READ 
Df 

08 The practice of lettering with a felt pen need not 
be expensive. Newspaper is ideal for this work and, 

if an old newspaper is turned so that the columns of print 
are horizontal lines instead of vertical, the edges of 
the columns and lines of print may serve as horizontal 
and vertical guidelines. These may be supplemented by pencil 
lines to give a measure of control over the size of 
lettering, .A little time spent in practice is rewarding, 
both in terms of speed and neatness. For the best results; 

•* 

** 

•* 

• • 

Use lightly pencilled 
vertical" guidelines; 

Choose a wedge-shaped 

Hold the pen with the 

horizontal and 

felt-tip; 

tip at an 
angle of.45 degrees} and 

Form all letters with 
of downstrokes. 

a combination 
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09 .Flo-master felt-tip pens are admirably suited 
for this purpose, and are available in both disposable 

and refillablB form in many parts of the world. 

Stencil Lettering 

10 Brbsh stencils are the ones where a stencil is 
used to obtain the impression of the cut-letter 

with the help of a brush which is dabbed with ink or 
paint. The Econasign system is also used in lettering. 
A special guiderule is used with the transparent stencils, 
and a brush is charged with semi-dry water colour. A 
variety, of- sizes and styles of lettering is available. 
This stencil is qViite easy to use and is capable of giving 
results of a very high standard. 

11 Pen stencils. There are many pen stencils systems, 
and one of ithe better known is the UNO system. The 

special p^n uses, Indian inf<, and the tubular tip is an 
exaCt'Trt in the pen guide. Again,, a variety of sizes 
and styles is avaiia^biey The corresponding pen and 
stenci'l ,;each bear a nutfiber, and must be used in coordina-
ticn. Cleanliness of both pen and stencil is an important 
factor, and,;it helps to maihtain a high standard of work. 

Size, La'̂ ont and Spadj-ng ' 

-12 • Normal script on a crialkboard needs to be between 
5 and 6,5 centimeters in height-.-No sucth rule is 

possible for stencil and freehand lettering,- for clarity 
is dependent on style. The effectiveness of work of any 
particular size must be determined by trial and error, 

13 For the pruxpose of illustrating the techniques of 
spacing, two- exaiti'ples cf lettering are given. The 

first shows mechanical spacing. Exactly the.same amount 
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of space is allowed between each letter, and in some 
instances the space appear to be larger than they 
really are. The Second example shows the optical spacing, 
giving a much better appearance to the work, With only a 
minimum of training inuolx/ing careful observation for a short 
period, the eye can become a better guide to correct 
spacing than a whole collection of complex rules. It 
is quite easy to develop a critical faculty in this 
direction and, once developed, it is equally easy to 
observe frequent errors of spacing which appear even on 
many commercial signs and notices* 

Caution 

14 Please avoid extremes. This includes tall-thin 
or short-fat letters, and any form of exaggerated or 

unfamiliar style. Such lettering may be of occasional 
interest, but it is certainly not easy to read. Vertical 
lettering is not easy for the eye to scan. It can lead to 
misreading and misinterpretation! it is tedious and best 
avoided. 

Lettering as an Integral Part of a Visual 

15 Lettering forms the reading part of visual aids. 
They should, therefore, be: 

LEGIBLE 
1 , 

The lettering should be legible 
enough to allow even the last 
bencher to read them clearly 
without undergoing any 
optical strain. 

BOLD Make them thick, bold, 
straight and vertical. 

CLEAR ~ 
Avoid over-crowding and 
confusion. 

16 Even if a beautiful and most effective illustration 
or a photograph is used in the visual, it would 

get ruined if hotch-potch lettering is included in the 
visual aid. Lettering, if properly executed, will make 
the illustration/photograph talk and the message gets 
communicated most effectively and fast. Ornamental lettering 
does not go well with serious type of visual aid. These 
could be used for 'lay' posters or 'funny' announcements. 
For educational material, it is always good to use formal 
and bold lettering. 
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,• HfltticJi I-
f 

• 

/ V 

/ / \ \ 

/ / \ \ 
/ / \ \ 

• 

'•• 

• 

17 , In the first illustration, letters are arranged 
unevenly ann make reading an exercise, while the 

second illustration allous a clear and quick teading<. 
Therefore, do not _cg_nf̂ U£e_ your clients by using unevenly 
afra-hged lettercs. 

18 Also auoicj '-gncy .lEttsrs. If you uish.to write 'A', 
inake it Af and not an ornamental A. f 

71 
-^ 

• ..cid serif too. They unnecessarily 
oohs'jme space and distract 
attention^ 

19 flake your Is'teye''aa balanced as possible, Itg 
arms and leqa should be within reasonable frames. 

Make your letters as i.atujTal as possible. 

1 
• -

20 In the three illustrations of 'T' above, the first one 
is balanced. The arm and leg of the first two are 

longer than the proper size. Keep them as normal as possible 
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21 Determine the height of the lettering in a giwen 
spade. If'-the lettering are 3" high, the balanced 

thickness shall be about half-inch and tht total width 
of certain letters such as B, D, G, R, etc, shall be 
2" wide. Certain broad letters like M and U shall be 
2̂ '? wide. ' ,. -. , 

22 The lettering should be fiVm and properl-y place 
The vertical capitai litters should have a 18-0 

base and the -upper boundary 
line alab should tun ' 
parallel to the base. 
It is always a pleasure 
to look at straight-.•-••'--•-•-•—-•" 
and firm letters which 
are thick enough to 
attract the 
attention. 

d. ^ 
degree 

^EUTF 

zQi 
23̂  If- you are actively involved iff Qraphjc work and. 

you would like to give your visuai:aid^,a.prpfessipnal 
look, it is desirable that you must practice..regularly. •-
Study carefully the construction of letters and you will 
learn a great deal. •^-y:.y^ ^l-.^^-^^-

How to Uirjte tetters? 

24- The best't-i'p-would'b'BHQ;do as much frrS.e hand uiritiog 
'1 - as -'•pdssibi'G. Make use of used ne.W8pape.,t.», tuled pap-ere 
and good handwriting exercise note Hooks. Use various types 
of pens and pencils including the felt-tip pens. Write 
capitals, small ones,, slanting arijd s.tiralght lâ ttBrs.,' Wrlt:e 
your own nafne, the naTO'e tff yoUr. qrganfsstiian-jand the like. 
Keep the arm relaxed - rto tensi^.n, of, .any kind anywhere.* 

25 Frea-h'and lettering is done. Withput the hoJP: ̂ nd use 
of any mechanical measurement and device. Simple 

ruler cam be used for drawing base lines. The devices are 
the following! 

- f o o t - r u l e r 
- pa i r of s e t - s q u a r e s 
- p a i n t 
- ord inary p e n c i l 
- brush 
- crayons 
- f e l t - t i p pens 
- ink tubas 
- pencil eraser 
- old newspapers 
- ruled note-books 
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26 Fres-hand lettering does not, however, mean, that you 
•-are :co"*ni)i©tely' free to draw or write anything^ There 

are some resti'ic'tiGns, of course, " ., :,. ̂  

27 ,ifirsti'dcatJ parallel lines with pencil, SeCohclly> 
-̂ tietetiliine the fjlacing of the lettering utith'a soft 

pencil. Thirdly, hold your hand steady as you practise a 
relt-tip pen. Fourthly, do not rotate your,fingers, Wove 
youraarmooftiy-,' • Ahd then, start with simple letters and of 
diffei?ent:~cQrwes. And then, ^6 on and go on. "Practice , 
makes a-*man"pBTfect. 

Mechanical deyipe8 in writing letters 

28 As mentioned elsewhere in the above, some simple 
mechanical aids are available for writing letters. 

Planograph letters are cut out stencil guide on plastic 
plates. ,draui a- horizontal pencil line on paper and set the 
stencil .giaide.. Fill up. the scriber pen uith regular Indian 
inki'-TrBce* each letter, spa_̂ ce between letters by the eye, 
Otheri-l0*t&ting ^̂ ids • are''Êcyri'̂'s'i.gffîjMĴnQ- Stencils, Card 

<x)V Ptetal' cut-^uts j'-'Ra'padô raph,'''Letraset etc. 

Co'nciuaiion 

29 Lettering in visual aids is of great impopt^nce,. Jhey 
add to the grace of the visual aid.— te-tters shoDrŴ 'fce 

clear, bold, straight and thick enough. Avoid overcrowing 
the visual with lettering. Do not write long phrases on 
a visual- aid'".: . .•, . 

30 Xt\e last, but'not the le^st, maintain a proper 
.;.:-:; distance betw^eeh the letters. Use mechanical .distgn.ce 
ahei-e'-'?1Sa"d§d and" absolutely essential. You should employ' 
the ' teellhique''of Dptical Distance. And, please, practice 
and practice. This will help. 
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31 LETTtRING 
SHOULD BE ^'-' 

M ^ 

. J b * liJLfj:.—1 

LEG! BU 
J f > t > ; i ' . i 

%Ko 

CLEAR • 
-«-**-rr« '7TTTT 

BALANCED' 

-PROPERLY PLACED 
• » >» "• 

32 Letters forw an ir?port'aj>fe JDart of aihY vl^^uai aid, 
V 4 ; Lettorj to be used in visual; aids"-should, 'therefore, 
'be; Legible, Bold, Clear, 8alance<J and Properly Placed, 
Bid p,rope»l»^ constrgftted kee'pitig in .ulaw_..thBir 
eoiuititution e .g . , 8ingle^tl#£v'three<'tier i o t t e r s . 
0i8t«|ee between let ters jhould be properly tnaJLntained. 
There' era two types o-tdi4^^tcit.C4:gV,n;9chaffl(:al Distance 
and the Optical DistaApe.' Litters con be written with the 
help of meehaiisul devices or_fan be written free hand* 

33 _...i.etiering i s 'pr^htiigig' done by hand. 

- Do not metsure ,an-equal 8pacaJXaf:jrflf5H;-S.«tt0r, 
Not » l l l e t t er* are ttf^qual width. Tĥ J" merasuring 
me.thjpjEl wlill laai^e too much space betweeh some 

.. . laJbtera and not'e^nough b'etw3en~ffth«>».-' 

- Lettering can be made to f i t almoat any size of 
space - by extending, cotdensing or spreading. 

- Use script for variety or emphasis only. 

- Do not run yoyr lettering to the very edge of the 
paper. Space i s very importast - maka your 
borde? wide anoggh« 

- Space between lines of l e t tar ieg , allow oia-
fchird of the height of a capital Xstfcet for the 
space. There should be enougls spa»e between 
wordf 10 that they are not croweded. 

- Avoid monotony, uaty sizes of l e t ters also tĴ e 
width of the l i n e s . 
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- Le t te r ing t h a t i s too uniform won't a t t r a c t 
attention.* Long phrasas in c a p i t a i s are d i f f i c u l t to 
rs-adr^HJ^>^capITal-9----anxl._laweg case* - ,; : 

-„ykrr'd.s-can be. s l an t ed - but s l a n t them UP and 
-• hot OOtJ.N, Words can^-bB arched t o o . 

Orpja te ' s ty les of - type should "be ysetf, for v 
"^"mphasis only« ^ i -^ ''• • •' ' ^ .. '. 

N.O ti tftor a .fehefi !t):ij^^&~Jii^^i^&r^ni'~&i''i 
to ; tie usBd'On'yposters or c h a r t s . 

! • • . : 

34 LeTt'ainr~wHrt-£e.n_an'-^he ch^r'ts etc-, d isp layed in 
f ront of, you looK ^ b'e e a s y ^ o be made. They are 

4o cl;3Ubt, easy - but then t r y ! fr F i r s t a t tempt w i l l be 
hQBel&,s»'» SQQCxnd one wi l l : be an improuement, ouer the 

;?f i^st : onê ^̂ arid so oK. You w i l l hSue to devote a l o t of 
•tijne..pn prdc | ; i ce . P r a c t i c e i s important and ^that i s the 
s e c r e t . ^ •' . . . ; -, 
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hjM..:: E A T &;• T H ; 

i f / r •/ C/ 

Orn?'':-."!tal - i n f l a t e d 

Lt^...,C3.....0,...is.^. „i,.ty.....C!J...ki..,, 
s t r a i g h t and firm 

60:0$ 
d word 
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-.^ 

( f i g u r e s 1 , 2 , 3 e t c . represent the d i r e c t i o n o f the 
s t r o k e . Note the douniiiard t rend of the s t r o k e . The 
f e l t - t i p pen i s used here . ) 
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DRAWING SIMPLE FIGURES 
CHAPTER 

06 

IntroiJuctioh 

01 For all uisu 
illustration 

ta collect them, 
conditions. It uo 
as communicators 
some simpile figui> 
audience. You nee 
picture, you shou 
stick-figures etc 

al aids you cannot obtain ready-made 
3 or photographs. Even if you are able 
they may not be relevant to the local 
uld, therefore, be essential that you, 
and teachers, should be able to dtau 
es to cor.wey your point of view to the 
d not be an artist to drau a complete 
Id, hou.ever, be able to draui some 

02 Simple drawing or stick figures to represent 
people are another means of illustrating ideas. 

There are three major faDtors to consider in drawihg 
stick/simple figuress 

/ 

factors of 
figure 
drawing 

PROPORTIONS 

• ^ 

L 
DISTINGUISHING FEATURES 
SUCH AS FACE AND DRESS 

BODY MOVEnENTS 

03 In order to combine thnss- factors properly, it is 
always recommanded that some basic principles should 

be followed• With the understanding of the principles, it 
is also essential that some practice-work is also done. 
A mare frequent practice u;ill make you perfect. 

04 Now let us do some practical work. Even Jihough 
you are not an artist, after some practice, you 

will be able to convert yourself into an artist, who 
will be able to communicata the point of view in a proper 
fashion. < 

Weterial that you Need 

05 To begin with you need the following material: 
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a. A plain paper; 
b* A 50 cent coin 
c, A pencil (or a pen or a felt-tip pen) 

06 Proportions in a figure (humaa figure, to begin with) 
are «ery impottant. Follow.the following process and 

you will understand the importance of proportions in a human 
figure. Wind you, the human body is divided proportionately, 
and in drawing human figures, these proportions have to be 
maintained. 

i. With the help of the SO cent coin 
draw seven circles, one underneath 
the other - just as in the illustra­
tion. Draw light pencil dotted lines 
at points 1-6 on the coin outlines. 
Now number the coins as is done in 
the illustration. These are the basic 
proportions of a human figure. 

ii. To the side, use the same coin to 
make a circle for the head. Draw the 
rest of the figure in line with the 
proportions given. Please notice that: 

- the shoulders come at point 2, 
- the bend in the elbow at point 3, 
- the hands aind hips at point 4, 
- the knees at point 5, and 
- the feet at point 6, 

iii. Now repeat this same process to 
make a female stick figure* Notice 
that the females have narrower 
shoulders and wider hips so you 
will make some adjustments. 

iw. Now try drawing a female figure 
next to the one you have just 
drawn, only this time do not use 
the coin. Try to judge with your 
eyes the correct body proportions. 

V. Once you feel you can draw these 
figures in the correct proportions, 
work to pick up speed. You may want 
to eliminate the middle line 
extending from the head to the hips. 
You also will develop your own style 
for hands and feet. Hake these as 
simple as possible. Do not try to show 
the dstails in fingers, nails, and 
thumbs. Try to keep the figure 
details-free. 
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vi. Now go back and add the finishing 
touches to make your figures 
more realistic such as: 

- hair, ears, haadco\iering 
- pants and shirts (for males) 
- dress or skirt and blouse (for females) 
- erase centre lines and fill in with 

colours appropriate to your area. 

07 ulhat do you get now - a prcjierly proportioned human 
figure - onf male and the ot^er a female figure. 

Please try this exercise five timpa. You will hoticfe that 
you uiil be able to work without the use of circlesk If 
you ke^p it up, you will pick up Speed as well. Then try 
one female figure on a piece of paper dtnd a male figure 
bn another piece of paper. 

6B Anbtheit effott J- but this time you enlarge the 
figure, say twice the size. And also add some major 

details in hands, feet, face, hair-style, eyes, ears and 
so on. After some efforts you will be able to draw a 
complete figure without any extra effort. 

^aution 

09 One point of caution: Do NOT keep you hand and 
fingers in a tense situation. Allow them to move 

freely. If you are stiff, the lines would be distorted 
and you are likely to smudge the paper. No tension, please. 

Facial Expressions in Simple Ht̂ man Figures 

10 Uhat we have studied so far was the proportionate 
break-up of a human figure - male and female* Besides, 

the main proportions of the body, there are proportions 
in each part of the body of a human being. Are the eyes ^ 
biggat than the nose, or the ears? Do the hair cover the ^ 
entire head or only some part of it? Is the nose 
positioned above the eye-line? So when we are trying to 
fill up the face of a simple human figures, we should 
take note of the location of various porta and their 
proportions, 

Materials that you Need 

11 - plain paper 
- pencil 
- eraser 
- coloured felt-tip pen 
- one 50 cent coin. 
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12 Expressions Ih human f igures ar# very i ihpor tan t . 
I f a human^figgre do^s'^not haua thb app rop r i a t e f a c i a l 

express ion t the mefesage sought to be boinmunicated can be 
d i s t o r t e d . I t i s i t h e r e f o r e , e s s e n t i a l t h a t you should l ea rn 
to "jaractic-a^these /(Expressions - and orice again - jjleasa 
f\ti%.e p rad t ipe , make^ a man p e r f e c t , Ahother po in t which 
should tĵ e*)c8p% i n olind i s - keep your f i g u r e s d e t a i l s -
f r e e . tHese are Simple f igures and, t h e r e f o r e , no d e t a i l s 
uould be^xtcenie ly e s s e n t i a l . The f igu res must be able 
to convey the message - - a s simple and effect!v/ely as 
posaHi lB- , ••--- , .,.„ -I^' 

13 Now l e t us do some more isractj-cal work. This time 
i t would be on Cndarstanding and developing humon 

f a c i a l e x p r e s s i o n s . V , 
••''-'- r! ; ••.. ' " •'•' e r f ,:;,-; 

t. At the. tj3p,'of ybur paper, 
quickly draw af'-series of 

•ovals or,circles* You 
rriay use the 50 cent coin, 
if you lik?̂ ,,' Bbt it is 
advisable not to use it.. 
Do not worry about being 
precise. Praw them big and 
bold. About four or five 
circles would be enough 
to begin with. 

/ 

,v 

ii. Expressions of the face 
change with the shape 
or the eyes and the 
positioning of the pupils. 
Draw eyes in the 
circle and m̂ ake pupils 
in different positions 
in the eyes. Of course, 
you know wh6re about 
would the exes be and 
the possible-placement of, 
the pupilsi 

,̂—-

/ 

(Q 

— ^ 1 
• n \ 1 \ i 

o ) 

^0-

V 
/ 

iii. Draw another series of 
circles in the.next line/ 
Expressions can also be 
changed by the position-j 
of the eyebrows and ' 
eyelids. Draw eyelids, \ 
eyebrows and pupils in 
the faces in thi,î  hext ;', 
line. Experiment with 
trying to show / 
different em'otions. 

• -.A 

i t ) kj j 
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iv. Now drau) the third line 
of circles. The mouth 
is another facial feature 
which giues us an idea of 
a person's feelings. Draw 
different mouths in these 
faces. When you»-have done 
this, add the eyes, 
pupils, eyelids and 
eyebrows. What do you find 
now? Are they not 
communicating something? 
Surely, they- are iff 
communication u/ith you J, 

v. .Noui you hayra mastered the ..basic steps in drawing 
I /simple faces. Ygu siill now ,wish to begin adding 

I your own tou9heii-''Select,,a"FBu of the faces you 
have Just completetf and go back and add a few 
other chaxacteristi'faa - hair, perhaps a hat, or 
some other ;,̂ eatur̂ sf'U»hict},i'ŝ  common or would be 

.. easily identified by the.people you work with. 
Add colours now,'fdr. hair^. eyes» mouth, head-
coverings etc., afVd othexa. 

14 liih"at is your impression- of these exercises? You have 
dra^n a human figure according to the proportions, you 

have dr^un the figure of a ffiaie and,that of a famale, you 
have dr^wn the face, you have fillsinj the • face with eyes, 
mouth artd dthers. You have in other words, with the help 
of thes'e simple methods been able to complete figures 
of a h^man face. Keep it up, practice a little more and 
see thî  results that you obtain! 
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Sywwary 

15 In the preparation of simple yisueX aids, it is 
necessary that some simpls illustrations and figiirea 

are also included. Keep the figurei! simple and details*-
free* Thay have to be meaningful artd they should be able 
to communicate uith the people* 

16 In drawing simple human figures take note of the 
proportions of the human body, distinguishing features 

4uch as fa^tB and dress and the movements of the body. In order 
to draw th^se sittiple figures you have to follow some 
simpile rules. You have also to practice these rules if 
you would like to make use of simple figures in your 
simple viiiual aids. 
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Combining Technlqua of aimple stlck-figuras 

These figures appear elsewhere in this handout. 
Ii/ith the help of the tracing paper or with the 
help of the light-table you can combine pictures 
to suit your requirements* It is only a question 
of imsgination. The figure seated on the stone 
has been reversed while the stsnding figure has 
been drawn very close to the sssted figure* It 
is a fun nixing up pictures... 
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CHAPTER 

POSTERS, CHARTS AND GRAPHS 07 

Introduction 

01 These visual aids - charts, posters and graphs -
play a significant role in communicating with people. 

Ulith the help of these aids, teachers can emphasise on 
the growth rate, rate ofprogress, comparatiue analysis 
and future projections. They are very simple to be made. 

Posters 

02 Posters have many features in common with charts, 
but also possess distinctive differences. A good 

poster can stand on its own and communicate its message 
effectively without assistance from any external source. 

03 It is for this reason that nearly all posters are 
designed to communicate one idea only. Advertisements 

and hoardings placed by the roadside or near a railroad 
demonstrate this principle in action. The traveller may 
only have a moment in which to observe a poster presented 
in competition with other distractions. If the poster 
is not attractive or the message neither memorable nor 
capable of quick assimilation, the point is lost. 

04 Occasions may arise when it is advantageous to 
present a series of posters with a common theme. 

Posters presented in this way should also possess a common 
feature, a visual point instantly recognisable, to connect 
with material previously presented. This could take the 
form of a symbol or slogan representing the campaign, the 
initial letters of the campaign title, a consistent colour 
scheme or even a recurring cartoon type character. Under 
rural conditions, posters may act as frequent reminders and 
persuaders. 

05 In common with other forms of visual aids, posters 
should not be left on display for too long a period. 

An old poster is not the best way to communicate a new idea. 
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Importani Point? toRemembBr dn Posters' • __ 

06 The following important points should be kept 
in view while producing posters: 

1. Posters must make a positive approachp 
for idistance, 'SHOP COOP' 

ii. The content of a postfer must bevlimited. 
It must-r achieve a lot in a short time. 
One point only amd that too should be 
clearly made, j 

iii. The messagferAî y.. be conveyed in bold-
letters, with- an illustration to reinfd^ce 
and rrtake the idea memorable, especially 
for illiterates or neolitexates, 

iv. A short catchy phrase may help. Use may 
'••'~ , be made of alliteration or rhyme. 

V. Message and illustration must be clsa?, , 
enougit to be read at the required " ' '-~-ii:L; 
distarilces style and size of bdth lettering 
and illustration are important* • ., ., 

Teachirtq Charts ,, > . . , / ' ' • ' 

oi Cooperative training offers working under advetse 
rural conditions will find that charts are one 

of the most Useful forms of visual aids-. They are light 
in weight, easy to present, and may still be utilisetl 
when conditions do not permit the usebf more 
sophisticated media, ,,'*''' 

08 A teaching chart is essentially an aicf̂ tio fdrmal 
education, althojjgh it may -also -be us?d to create 

talking points and stimulate discussion in cooperative 
meetings. * 

09 Teachifng,-,,0/1 arts CMh be a setieS of charts one 
linking with the other. The series must present 

a full lesson and cover one point in greater detail. 

10 The size of lettering used is important. The 
' •' wri.tî ng should be visible from the back of the 
classro.omj.|. As this is largely a que^stion of style, 
experiments must be tried, -and the cl'arity of such work 
assessed under actual working conditions, and then any 
modifications made. 
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Ulhat Teaching Charts Can Do? 

11 The following are the things which Teaching Charts 
can do: 

* Save time spent on preparing elaborate 
and repetitiue talkboard work; 

* Make better use of colour and contrast"" 
• than is possib-le with the c h a l k b o a r d j " ..-i: :;: 

* Form an aid to the accurate presentation 
of material; x:r.:. ."e: ̂ n: -T-t ̂/•'-' 

* Permit the use of mounted pictures cut 
from ma^gazines or newspapers} 

* Be used in conjunction with the chalkboard. 

Wall Charts ' ^ 

12 Ualicharts have some special advantages but, as they 
essentially are for follow-up use in informal 

sessions, they cannot be really effectiyely Used outside 
these limits, 

13 In composition, a wallchart may be iikaned tq a 
wall newspaper. The content is' very much greater 

than-that of either poster or a teaching chart. It may present 
more pictures on a much smaller scale, and smaller text 
requiring closer study. 

Features of liiallcharts 

Attraction 

A wallchart needs a feature to attract the eye, 
to draw the,attention of the viewer towards i t , " 
This result may be obtained by: ' '̂  

- Using a striking title; 

-"Using a,bold illustration', somewhat, larger 

than the oth^r illustrations; V ; 

- Careful use of a striking colour, 

RegQlyt^pn 

• A Sjallchart should have an aim and a conclusion. If these 
• ire absent, it cannot teach anything. 

i.ifi;; n 
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Typep of Wallcharts 

14 They can be grouped under the following broad 
headings: 

- , "I 

UALLCHARTS 1 

'' ' ' * ^ 
^ ~ - . 

\ \ •-•• 

FLOW CHARTS 

W \ STORYTELLING CHARTS 

FACTUAL CHARTS 

CdMPARATIUE CHARTS 
• • 4 • I . m mmw. m i 

Presentation 'tetehfiioue-
III • — ^ — M » i w — — • « — III 11 

15 Wallcharts serve a fepecifiC pu tpos s . They are not 
rtiere exh ib i t i on p a n e l s . The following po in t s should , 

t h e r e f o r e , be kept i n uieiv^ii/hjlp using thsms 

• 06 not le®v%cwalicharts.(or^ p o s t e r s ) 
on d isp lay for too .long., a pe r iod . They 

• ilij-icklyJloaei:..their e f f e c t i v e n e s s ; 

• Limit fehe ampuint of ma te r i a l on a c h a r t , -
and do ifiot p resen t too much a t once . Â  >>' -
maximum of sev,e,rj d i s t i n c t , i t e m s i s a 
useful r u l e to follows '••'•' 

* El iminate unnecessary d e t a i l s . Obs^t.uitiDn::r.-.._ _ 
' ' - - ' i ' s 'Ses t when the., e f f o r t involved in 
'•• cSttpfeefeension i s l e a s t . u-': ,̂ ;-.... .^j 

Aasessme'fVVofritoallcharts- '' ^ 

16 Wallchar ts should be s t r i k i n g , s t r i c t l y ' r e l e v a n t 
to the s i t u a t i o n , with t h e i r s a l i e n t pibints easy 

to remember. The more informat ion presented at one t ime , 
the l e s s l i k e l y i s i t to be memorable. I t i s ' of value 
to pose some ques t ions as an aid to the os^sessment of 
wal lchar t s^ These; could be : 
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(?) Does the wallchart attract attention? 

(?) Is the message clear; ,-,i j'-:i,: ', JL-CVT 

(,?.) ̂  Is ,t|i,e. mpssag^ . presented,..||f).-. a p,f r,3uasiv/e; ,.-
and stimulating manner; .. .,,1 

(?) Is the message within the comprehension 
of the uieuersi jjj,.!; . 

(?) Is the sequence of presentation logical; 

(?) If the chart is to be used for teaching 
purposes, is'it-visi'bi'e from the maximum 
viewing distance. '' ' ' 

Waking .Posters and Charts 

17 Iridiv/idual preferences for equipment and methods can 
only be deterttiinSB^ b^'^i^ractipal experience and the 

availabilFlTy of matei'Tar"r"'Th'e''To 11 owing is the list 
which can serve as a guide to the selection of J airogf̂ iĵ j. 
basic equipments 

. Iuod-r-'-?.©rau)ing iboatd andr'T squaoe., ifipossible -ii^y 
- Soft grade,ofspenfci'l:,! yiixu :si ,:•: ••'̂ J:;'̂ nJ 
- Ruler 
- Eraser •• ; . •: : ?:•* irrin [ J'-̂̂ .f xi-^n-^: '• 
- Steep pens 'or ifelit-tip pens 
- Coloured inksyfor use withipens 
- Lettering guides and stencils of various sizes 
- poster colouf-'and brushesrii-,Tn,:: 
- Variety of coloured paperj plain bold colours 
- Suppiy-'of-white cartridge-paper ^ /.-
«- Plain brown paper andi.grey sugaj?':p^p(Sr 
- Rubber or other adhesives 
--Ttibe-:of quick-drying adhesive;: -j.-: »' 

Paste-up Wethod 

16 The paste-up method is a simplB-ii/iy-î ^̂ ^̂  
a uallchart. A selection of prepared illustrative 

and textual matter is systematically arranged on a 
contrasting inexpensive background paper. The individual 
items are then mounted with adhesive. The main advantage 
of this system is that lettering, illustrationssapd captions 
can be produced independently, trimmed, if necessary, 
and a trial layout made to determine the best-drrangement. 
Rubber or latex-based adhesives are clear, clean and 
quick in use and any surplus adhesive could be easily 
rubbed out. Items may also be spotted on at each corner 
with small dots of quick-drying tuba glue. They may be 



7/6-94 

quickly and accurately positioned if light pencil 
location marks have first been made on the background 
paper* 

19 Chatts prepared in this way should newer be rolled, 
and all charts are best stored flat. A chart with 

a permanent curl is difficult to use, and rolling a 
pasted-up chart will quickly ruin it, 

Uayput 

20 When planning, uiork to a Scheme. The word ACT 
can form a useful reminder: 

A -AIM 

C -CHOICE 

T -TRIAL 

Determine 
ideas to 

Select 

Sketch 

th( 

— 

bv 

the concepts and 
be taught 

^ 
3 necessary material 

— 

errange a trl,al layout 

Relationahips 

21 Items which are related must be shown to be 
related. Association may be indicated by grouping, 

- Shape and colour may indicate-relationship 

- Lines; anpi; arrows mey also be uajQd 

- A coloured background may lay emphasis 

- o n one picture .... _ 

- Formal' and informal layouts may 
suit different topics. 

Colour Selection 

22 It is best to use colours which will contrast 
and complement. Black, white and one of the primary 

colours will have a (striking effect. Do not introduce 
without careful consideration more areas of plain colour 
than" riecesrsary—to show associations and relationships. 
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AN EXAMPLE OF ORGANISATIONAL CHART 

Showing, relationship .in .an argani,sation and 
the line of authority.,, ; i.'ir̂  

GENERAL BODY OF THE COOPERATIVE SOCIETY 

Board of Auditors Board of Directors 

If'"" m'f»mi'm^*^ 

Executiv/e Committee -

GENERAL 
MANAGER 

H 

•.•I' - •' " I -r' , 

MAjNAGER, . 
(Security) 

^MANAGER, 
' (if"inance) 

S e c u r i t y ;,/,-;; 

Staff 
Warehouse-I 

n 
MANAGER 
(liJarehouse) 

WarehousB-II 

Retail outlets spread over the area of operation 
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DEMOCRATIC PROCESS IN 
A COOPERATIVE SOCIETY 

MANAGING COMMITTEE 

REPRESENTATIVE BOARD OF DIRECTORS 

OTHER COMMITEES 
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AN EXAMPLE OF A FLOW CHART 

Showing the flow of finances and services 

GRANTS, 
LdANS 
OTHER 

MEnSERS' 
DEPOSITS 

ADMISSION 
FEE 

SHARE 
CAPITAL 

CREDIT 

COOPERATIVE SOCIETY 

•SERVICES-

^ , r . - . . „ iMPL 
BANKING 

SEEDS FERTILIZER LEMENTS 
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.«- ^-o_!^ 
COMMUNICATION : TARGET G'̂ OUPS 

Of *© 

TD 

PERSON TO P I ; R S 0 N COMMUNICATION 

Extension Worker Audience 

COMMUNICATION WITH AND WITHIN THE GROUPS 

WITHIN THE GROUP WITH THE GROUP 

COMMUNICATION 
WITH 
MASSES 



AN EXAMPLE OF 
USING 
MULTI-LINE GRAPH 
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PERFORFIANCE OF A 
TRANSPORT DEPARTMENT 
OF AN n.P.C.S. 
- Ons Uaak Patfomance 

Lorry No.GI 
Lorry No.C2 
Larry Nc,r3 



AN EXAMPLE OF LINE GRAPH 
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Shouing production ov/er a period of time 
(comparative) 

1960-61 62 63 64 65 66 67 68 69 70 71 72 73 74 





PRC3ECT FOR TRAINING OF 
C G O P L H A T I W E ; T E A C H E R S I N SRI LANKA 

455 G a l l e R o a d , C o i o m b o - 3 
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AN EXAMPLE OF A BAR GRAPH 

1100 

1000 

900 

800-

700 

600. 

500-

400-

300 

200 

100 

1020 n 
680 

580; 500 

500 

200 

120 

03 n 

520 

900 

850 

780 

1967 68 69 70 71 72 73 74 75 76 77 1978 

Price of lOgms of gold. Uariationa in price over the years. 

During th« 
rising. The 
citizens. I 
was RS.90Q. 
up. It was 
in 1971. It 
Rs.SQO in 1 
gm. It cams 
to Rs.gOO i 
The highest 
the interna 

past 10-12 years the price of gold 
yellow metal has now gone out af 

n 1975 the price was Rs.1Q2D per 1 
The lowest was Rs.85 in 1967, ana 

Rs.120 in 1968, Rs.200 in 1969, Rs 
cama down to Rs.520 in 1972, ana 

973, Rs.eaO in 1974 and 1975 .uaa t 
down to Rs.BSO in 1976, Rs.7a0 in 
n 1978, We are still not sure what 
price recorded was perhaps due to 
tional world market. 

had bean constantly 
the reach of ordinary 
Ogm, and in 1978 it 
then it started going 
.500 in 1970, :̂ s.5B0 
then leaped upwards -
he worst - Rs.1020 per 
1977 only to go up 
will be the end. 
soma breakdown in 
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AN EXAMPLE OF 
USING A BAÎ  GRAPE-

WEEKLY TEMPERATURE 
RECORDING BAR GFAPH 
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AN EXAWPLE OF A CIRCULAR GRAPH (FACTUAL GRAPH) 

ShQuing distribution of money (profits stc.) 

(The total circle could be the total amount, end the 
segments represent the allocations.) 
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USE OF COLOURS IN GRAPHICS 

There is magic in the uso of colours, Sometimes people 
use fast colours and present them with a contrast.This 
is no doubt good, but a better scheme will come out if 
a magic is brought in the use of colours. Use light 
colours. Use them properly and artistically. Very 
attractive work will emerge if a combination from the 
11 colours suggested above is achieved. 

A good general rule of using colours in producing 
attractive graphic material isi 
"KEEP IT SIMPLE". 
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CHAPTER 

EXPERIMENTS IN VISUALISATION 08 

< will M l>il 

Introduction 

01 The role of graphic aids and projected aids in 
education and training cannot be overemphasised. 

The graphic and projected aids, or commonly called the 
audio-visual aids* help the teacher in establishing a 
better communication uith his audience. The audio­
visual aids also help the teacher in holding the 
attention of his audience. The importance of using 
audio-visual aids in cooperative education and 
tr^dning, community development work, extension, adult 
education etc. is further highlighted when the teacher 
or the extension uorker has to encounter a hetrogenous 
group or a group uhich is not properly educated. In 
such situations, the teacher has to rely on some simple 
graphic sketches and illustrations. It is in this 
context that the present chapter has been prepared. 

Every"individual is an Artist 

02 Every individual is an artist. The talest is 
inborn and «ery feu people are able to exploit 

the hidden talent* Each one caf̂  draw soAe picture, 
Sketch some illustration or produce some fine 
characters. Some people can write beautiful letters 
(A, B, C, G, Z etc.) but they may not be able to draw 
some figures - human figures or animal figures. If some 
guidance and training is given to such persons, maybe 
we would be able to develop a combination of the two 
arts in one person and then make him design good 
posters, charts, or some pamphlets. 

03 We do not stress on giving a long-term training 
courses in drawing, human figures or other 

technical matters. We do not have the time and resources 
to offer such training programmes to aur cooperative 
trainers and cooperative extension workers. Ue can 
only give them some general ideas so that they could 
develop these ideas further and communicate their ideas 
to th«ir audience. In such a situation training material 
like the EXPERIMENTS IN UISUALISATIQN would come handy. 
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VifUalisation 

04 By visualisation we mean to produce some visual 
symbols from the textual communication. With this 

process we make our own Job less complicated. By using 
ona symbol or visual we can get rid of ufeing 1Q00 uiordsi 
Remember the old saying 'One Picture is Uorth 1000 words'. 
So why use 1000 words arid why not use one single 
photograph or a simple picture or illustration! Then 
what should a picture bî  like? Should it be detailed 
ahd complicated? No. We speak here of simple 
illustrations and simple pictures and simple visuals; 
Human figura should not necessarily have all the 
wrinkles on the face, or the eyelashes and other 
finer details. The illustration should be such as to 
give an impression of a human being - a man or a 
woman or a child. Dust have a look at the following 
|)ayes and you will understand what we are trying to 
say, I 

05 Each line has a meaning. Each curve meana some­
thing. Each dot coHudys Something. You can obtain 

different meaning by placing the picture differently 
or by giving it some small twist. Stick figures can 
he made to walk, run. Jump and sleep and so on. So 
why not try these! 

06 Small illustrations mean so many things. The 
examples given here can be used in several contexts. 

Study them. Copy them. Enlarge them. Change them and play 
with them. You do not have to have an elaborate equipment 
or sophisticated machines and materials. All that you 
need is a pencil, an eraser, a foot-ruler and a 
few blank sheets. When you have some free time, you 
can make use of this material and keep yourself busy. 

07 Do not please gather the impression that this 
material is only to keep you busy. It is useful 

professionally as well. Aa part of the training pro­
grammes you will be exposed to several situations 
involving construction of visual aids and their use. 
This material will give you a good understanding of using 
lines, curves, small illustrations, human figures etc. 
So have a careful look at the following pages. 
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Inside 
Within 0 

Over 
Above 

0 

Unto 

.--o 

V 1 

From 
Away From 

Between O 

Under 
Below o 
Across 

A Upward 
r\ 
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Square Foria 

This shows tha aquallty of 
interast, aenaa of conformity 

L Shape 

Thla meana oppoaitlon of<Intarasta, 
Guru standing and the diaciple 
touching the feet 

Tr/isngle Shape 

Pleans unity of intereata 

Circle Shape 

This means continuous proceaa, 
indicates progress, gives 
continuity and unity 

S Shape 

An indlcetion of grace, beauty, 
love, effiminacy 

Croaa Shape 

Thla Indicatea the merger of 
intereata, etc. 

o 
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Str*ightlln«« 

They indicate diractnasa, 
rigidity, firanase 

Curved Linaa 

Thay giva graca, baauty, faainity* 
aoftnaaa, anoothnaaa, 
tandarnaaa 

Horizontal Linaa 

Thay indicate raat, 
rapoae, lazinaea, infiraity 

W'(«rtical Linaa 

\ Thay mean aapiration, dateraination, 
challenge, confidence, nanhood, 
high thinking 

BrQ'<en Linae 

Thay aaan indiciaion, waakneaa, 
fickla-Mindadneea, trend braakara 

Diagonal Linaa 

They repreaent force, 
action, advancaaentt progreaa 

^ i 

( " 1 
1 

' 1 

\ 

i 

t 
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Burninq Lanp 

A ty^boi of •ducatlont' Miado* 
anlightanmantt knoMladga 

Ournlng Clgaratta with a croaa 

A ayMbol of NO SHOKING AREA 

Burning Torch 

A ayaibol of School« aducational 
Institution 

Daghab 

A symbol of Buddhist Taiapla 

Skull Mith two crosssd bonas 

A synbol of dangar, naming, 
caution 

Croaa paintad in rad 

A aynbol of Hoapital, nursing 
hoaat Rad Cross Sodoty 
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A Sj i ig - i i - i v s l a n t e d human f ' j g u r p 
'-'.(??« r i.s? the i m p r e . i s i o n o f a 
*»n s t a n d i n g a g a i n s t a t r s j a . 

Around 

A dottsd circla drsMn around tha 
traa with a huaan flgura running 
cloaaby givaa tha lapraaaion of 
tha man running around the traa. 

Inaida 

Tha hunan figura hara saana 
to ba Inaida tha box. By placing 
ona of hia laga alightly outaida 
tha box givaa tha iapraasion that 
hs ia trying to gat out. 

Onto 

Hera tha huaan figure appaara 
to ba getting on to tha 
truck. 

Ulthin 

Only tha head and the laga are 
ahOMn which givoe the lapreaaion 
that tha nan ia within the pipe 
and that ha ia trying to get out 
Of it. 

3uMp 

Here the ean ia Jueping into the 
ewiaalng pool froa the apring 
board. 

r ^ 
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Blowing 

The flow of the hair, dress 
and the palm leaves give the 
impression of a strong wind. 

Hot 

A pi 
and 

ec8 
the 

of cloth 
rays of 

impression 
The man is 

of it 

in the 
the sun 
being 

apparently p 

hand 
give 
very i 
srspi 

the 
tiarm. 
ring. 

Under 

The man is under a shady tree. 
The very placement of the human 
figure under the tree give the 
feeling of freshness and peace 
and comfort. 

Inside 

Herd the man appears to be 
right inside the box. Apparently 
he is standing inside the box. 

Fire • 

Three big logs and a flame 
give the impression of the fire 
and the heat that it radiates. 

T 1 
Sweep 

Broomstick in the hands of a 
woman* The figure gives the 
Imprssaion of a busy housewife. 
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Under 

Tha boy is hiding under a table. 
No particular detalla of the 
table are shownt but tha measage 
ia underatood even by making uae 
of very aimpla figurea and linea. 

Close by 

The girl la atanding close 
to the fence touer. She ia 
not too far. 

Over to you 

The ball is bounced back to 
another person. 

Near 

The boy ia standing very neer 
to the tree. He ia neither 
too far nor too close. He la 
Juet near the tree. 

Over 

The boy is trying to Jump over 
the fence. 

Together 

The girl together with her 
mother are going 

. They are 
appear tc 
dlatance 
ia mainte 

out 
not separate 
1 be together 
between 
lined. 

the 

together. 
. They 
if a proper 
tuo peraona 

mtmS^ 
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EXPERiriENTS IN VISUALISATION 

A sltnpls human figure. 
Probably standing and 
thinking! 

^ 

I 
Nou/ lying down. Perhaps taking 
some rest. WATCH OUT! It is 
the same figure as above. 

Nou he is sitting. 

A small blanket has been 
pulled over his body. Apparently 
the man is tired and is nou 
sleeping. 

Going out for a walkf perhaps. 
It is a brisk walk, not a usual 
uialk. Watch his hands and 
legs. Taking big paces! 

And nou in the play ground. 
He is happy nou uith his 
football. A smart kick has 
sent the ball high spinning 
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Human figures can also be 
drawn In this fashion. 

The man is trying to push 
a stone uphill. Surely 
It is an Uphill Task I 

A family of stick figures. 
The father, mother and the 
tuo children •* ell in a row! 

Point No. One 

Firstll 

Now point No. Three 

Thirdly! ! 

And then point No, Four, 

Fourthly!! 
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A very simple figure to 
demonstrate the flow of 
water from the tap to the 
glass. 

COOPERATION 
BROTHERHOOD 

- A symbol of friendship 
and Cooperation! 

rnCMBERSHIP 
UNITY 

Plan and women of any casts, 
creedj religion and belief 
become members of cooperatives. 

OEmOCRACY 

Men and women enjoy the 
right to vote. They elect 
their own managing committees 
and other bodies to run their 
cooperative stores. 

MANAGEMENT 

The manager discusses a point 
with his staff member. 

SALESMANSHIP/BUSINESS 

The salesmanship is transacting 
a business with a woman 
member of a cooperative store. 

>e^y-
\AAA 
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EXPERIMENTS IN VISUALISATION 

Thla is hou a small cooperativa 
society looks Ilka In a rural area* 
This picture is a represantativa 
of l*lultlpurposa cooperative 
societies I 

Jt^nti 

The chicken and 
the eggs. 

A rural scene. Electric uires 
dominate the horizon of 
a rural setting. 

A typical cluster of 
huts in rural Thailand! 
Rural cooperativ/es are also 
housed in such houses. 

A bag full of fertilizer! 
A bag full of wheat flour! I 
A bag full of rice. 

You have the bag - you fill it 
uith anything that is available! 

A big heap of money -
currency notes 
and coins. Also a bag full 
of small change. 
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Producers bring their produce 
to the collection centre of a 
cooperative society. 

The byelaws of a cooperative 
society. The book can also be 
called: book of rules; book 
of procedures; ledger, pass 
book. 

Gurvny bags full of rice ready 
for transportation. You can 
put anything in these bags - . 
maize, O'tĵf eê &eteds , spices, 
ricB-fl't)uf̂ , Jneat or even 
fertilizer. 

U^i. 
A cluster of small huts in 
a Central Indian village. 
They are not too different 
from other rural huts in other 
countries! 

A training packagal A set of 
flash-cards ready for use 
at a meeting. After the usa these 
carda can be repacked in the box. 

Together ue Prosper. 
Inter-cooperative cooperation. 
Cooperatives also can get 
together and form their own 
associations and stand together 
on a common platform. 
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CHAPTER 
HOU TO USE THE HANDBOOK 

This chapter is for the use of teachers and communicators 
uho will organise training programmes for trainers. The 
training programme could be termed as 'Use and Production 
of Simple Teaching Material in Cooperative Training and 
Education*. 

Duration of the programmes Approximately 2 weeks 

(10 working days) 

Number of participants; Approximately 15-20 persons 

Suggested time-tables 

The Handbook consists of 10 chapters. These are; 
01 Communication Process and Communication Media 
02 Chalkboard Utilisation 
03 Flannelgraph 
04 Flipbqard 
05 Lettering Techniques 
06 Drawing Simple Figures 
07 Posters, Charts and Graphs 
08 Expetirtients in Visualisation 
09 A Select Bibliography 
10 How to Use this Handbook. 

These chapters can be discussed in the workshop 
in the following manners 

First day (Monday) Introduction to Communication 
Process and the media. 

Second day (Tuesday) Introduction to Chalkboard, 
(Morning) its construction, utilisation 

Practice on the use of Chalkboard 
(illustrating the good points 
and pointing out to cautions) 

(Afternoon) Introduction to Flannelgraph, 
its construction and 
Utilisation. 

Practice on the Use of Flannelgraph 
(Illustrating the good points 
and pointing out to cautions) 
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Third day (Ulednosday) IntroductioH to Letteting 
(Morning) Technique* 

(Illustrating how to write 
Ibttersi dethonstration and 
utilisation) 

(Afternoon) Assignment to participants 
to write (a) the English 
letters A-2, 3" high and 
2" witiis and ^" thick; 
(b) the Sinhala/Tamil 
letters - about 15 letters -
of the same dimensions as 
in Case of English letters. 

Fourth day (Thursday) Lettering assignment to be 
(Nornihg) continued and discussions on 

results coneluded before 
the end of* Morning session, 

(Afternoon) Drawing Simple Figures. 
Introduction and illustrations. 

Assignment to participants 
to make 10 simple illustrations 
of various kinds of figures. 
(The participants could continue 
to carry on with their 
assignmejta ih the evening 
so that they could be briefly 
discussed next morning) 

Fifth day (Friday) Discussion on Lettering 
(Morning) Techniques assignments for 

about one hour. 

(Morning) contd Posters» Charts and Graphs, 
Introdtjction and iilgstrations. 

Assignmeit to participants 
to make (a) one poster, 
(b) o«e chart, and (c) one 
graph* 

(Afternoon) The assignment could continue 
ouer Saturday and Sunday, so 
that the material produced 
could be discussed on 
M(anday morning. 

The assignments could be of 
free choice, but the teacher 
can give broad guidelines. 
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S ix th day (Saturday) jj.- Assignrnents to cont inue* 

Seventh day (Sunday) Freo day. 

Eighth day (Monday) Discussion on assignments on 
(Morning) i ^os te rs . Charts and Graphs fo r 

bbout 2 hours. ,The teacher i s to 
po in t out the high po in ts and 
dfesitables i n the uork done by 
the I p a r t i c i p a n t s . 

, ; • _ , , , . ,.j • ' ' ' J 

• (Worning); cowtcl Experiments in Uisuglisation. 
This is mainly for practice and 
for further understanding. 
The teacher has to give a broad 

•" -i^. summary of the york,, a^ffi^dy done 
" ., and prepare the p;ar.jbici-panis for 

•' c the forthcoming assignments, 

;.,(Afternoon) ASSIGNMENTS. 
i 

The teacher has to explain to 
the participants about an actual 

, , situation on which to construct 
'•" • thf training material using the 

media explained earlier. The 
'"*' • situations could be from their own 
'"• « .teaching experiences. 

r, +.- The participants could be asked to 
prepare a set of training material 

,j , using the media discussed earlier 
, ; ,„ ~ " all °f them or a feuj of them. 

•-' ~ ':, Each participants should be 
asked to produce at least one 
complete set of material., 

Ni.n,th day (Tuesday) Assignment (contd) 

Tenth da'y (liJednesd'ay) Assignment (contd) 

. j j • 

Eleventh day (Thursday) Assignment (contd) 
;., Tuelfth day (Friday) Display of material produced, 

(Morni^ng) - Programme Evaluation 

(Afternoon) Conclusion of the Programme, 
I, -̂-.-̂  

Evaluation of'thfe The teacher can produce an 
PrografRme ' '"''• evaluation proforma or get 

;, two of the participants to 
produce an evaluation proformac 
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Evaluation report The teacher could compile a 
brief evaluation report with 
the help of one or two of the 
participants and discuss the 
main points with the parti­
cipants before they leave the 
venue of the programme. 

Revision and improvements 
to the Handbook 

Based on the expetiences 
of the teachers and on the 
reactions from the participants, 
the teacher can improve 
and/or revise the contents 
of the Handbook, 

Important 

Any suggestions and comments 
on the contents of the Handbook 
should be communicated also 
to the Project, 

It should be kept in mind that the teacher while 
introducing the various aids, should not do so merely 
by talking and assuming. He should prepare some visual 
aids himself so that the participants gain a confidence 
in the teacher. 

Any revision/suggestion to the contents (bf the 
Handbook should please be communicated also to: 

The Project Director 
COOPERATIVE TEACHERS' TRAINING PROJECT 
(National Cooperative Council of Sri Lanka) 
455 Galle Road, Colombo-3, Sri Lanka 


