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We send and receive messages in
a variety of differamt ways and
through a variety of different
media. The purpose of this
ability is to enable us to livse
together. Man is a social being.
in the past he could get along
quite happily by communicating
largely within his small group
and conseguently 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=
gxistence 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.

~ Colin Mares.
in 'COMMUNICATION®

. Characteristics of Leadership -

There are five things which influence what a leader does.
The first is how he get to be 2 leader. The second is
what funpctions he is expected to pérform by those who
designated him as a leader. The third is the circumstances
of the group. The fourth is tha purpose of the group.

The fifth is the kind of person he is and how he per-
ceives himself and the job to be dons.

« fvor K Davies
in THE MANAGEMENT OF LEARNING.
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Project for Training of

Cooperative Teachers in Sri Lanka

(National Cooperative Council of Sri Lanka)
Cooperative House, 465 Galle Road, Colombo-3

FOREWORD

The Project for Training of Cooperative Teachers

in Sri Lanka has been sponsored by the International
Cooperative Adlliance (ICA) and the Swedish Coopera-
tive Centre (SCC) for the benefit of the National
Cooperative Couneil of Sri Lanka (NCC). The main
objective of the Project is to ernhance 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
teachers, production of training material and other
related areas.

The Project has already organised several programmes
for the teachers e.g., seminars on the Concepts of
Learning, Facilitation of Learwing, Human Communica-
tion; Cooperative Education Management; Use and
Produetion of Basic Audio-Visual Aids; Production of
Cooperative Training Material; Field Training
(Bxperience) Programme and the follow-up activities,
While the main emphasis of the Project activities

8 on Teaching Methodology, it has been aleo felt
that the Cooperative Teachers should alsc have with
them some suitable training material. The Project
has, therefore, conducted several Material Production
Workeshops at which the teacher-partiecipants were
themgelves tnvolved in material production for they
knoz the beat 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 construction of some basic
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., posters, charts, graphs, flannel-
graphs ete.

The present publication, TRAINING AIDS - 4 Handbook
for Cooperative Teachers, served a useful training
material for the training of teachers in audio-
visual aids. The Handbook has been prepared by our
Technical Advieor, Mr Daman Prakash, who has been
responsible for the training of teachers in this
field., The handbook has been commented upon by the
participante and others and haa been found to be
an ideal material for training of teachers in this
fleld in developing countries.

I earnestly hope and wish that the Randbook would
be found of some use by you, the teachers. We would
naturally apprectate to have your acmments and
suggestiong on this training material,

[t

W U Herath '
Project Direciovr.

TTR/Colombo-3,
December 01 1980,

-ii-



INTRODUCTION

21 In any teaching-learning situation the role of

- audio=-visual aids cannot be ocver-emphasised. This
assumes greater importance when we talk about the
caoperative education and training activities. In the
education of members of couperative societies an
instructor faces varicus situations. A majority of
members of primary societies in some of the South-East
Asian countries are unfortunately illiterate, yet they
foerm 2 leqal socio-gconomic ornanisation 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 formalitiss. Unless they
are aware of the importance of their rights and duties,
cooberative organigations cannot be true democracies.
Thig mzskes the task of thae cocperative instructors still
more difficult and delicate,

Q2 Besides adopting the lecture method or face-to=face
communication techniques, an educator has to rely on
certain other communication channels. Audig-visusl aids and
methods, therefore, comg handy and they should be applied
in communicating ideas more and more. The sducator should,
therefore, be given spetialised training in communication
methods and materials sg that they could establish
effective links with their audience. They thus need train-
ing in communication methods, ©.9., 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, flannelgraphs
etc., They have also to bes acguainted with the cperation,
care and use of certain other equipment s.g., tape«
recorders, projectors; photography equipment etc. During
the course of these training courses the instructors should
be enccuraged to produce simple audie and visual aids,
laarn their applicetion apnd assess their effectivensss
and uvsgefulness.

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 Southe
East Asia have been operatimg their national and local
level cooperative training colleges and institutes where

~iii-



employess of cooperative organisations are piven training

for verious durations in order tc impart them with the
necesgary skills and to improve their professional efficiency.
Tha faculty mambers of such institutions have good

knowledge of subjsctemattsr, but they often lack compstence
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 ccllaberation with the National Cooperative Council of
Sri Lanka. The National Cooperative Council operates a
number of district coopsrative sducation centres which
offer Cooperative Employees' Certificate Examination
Courses (Crdinery Level and Advanced Level) for the
benefit of managers, accountants anhd other categories of
Cooperative employess, The main aim of the Project is
'to enhance the effectiveness of coouperative training
activities'. The Project, which commenced in 1978, has
already offered variocus training courses in educational
tochnolngy and productiom of trainingmaterial, Training
courses in Audic-Visual A;ds were cbviously of great
meortance.

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-~visusl aids., I had been largely responsible for
such activities. Several of my papers had been used at
our workshops. They have been commented upon by the
tsacher=-particri-ants and some revision was suggested, In
order to give the future trainers some training material
on visual aids, I tock the responsibility of putting them
together and to bring them into this shape - TRAINING
AIDS : 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 audic-visual aids for cooperetive 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



a major responsibility of the Project to see that the
material is reproduced and distributed. In order to under=
take the reproduction work, we had alsc established a small
printing unit = with the Oce' Offset Printing Machine =

which is to undertake production and distributicn of training
material throughout the country.

07 We, the technical staff of the Project, are satisfied
with the work that hss been done so far in the field
of training of teachers in training methodology, production
of cooperative training material and its evaluation etc.
This is a big contribution of the intermational technical
assistance to the Cooperative Movement of 5ri Lanka.

a8 While I write this I take the liberty of sxpressing

my sincere gratitude to my teacher-participanis who
came ta my workshops and participated in our programmes with
pleasure. 1 appreciste their willingness to work and to learn
and to help me learmn. I also place on record my sincere
thanks to my parent crganisaticn = the International Coopera-
tive Alliance Regional Office and Education Centre for South- '
fast Asias - and its authorities who enabled me to work with
the Project in Sti tanka, I appreciated this very much as this
oppartunity gave me a chance to work in thse field and with
the pecple who really matter,

09 I thank my Project Director, Mr WU Herath, who involved

us in ths total work progrzmme and who gave us the
fullest possible freedom to develop and execute our gun traine
ing programmes within the framework of the Project., Last but
not the least, I thank my National Counterpart, Mr ER Mudiyanse,
who was always with me in the classsrooms, field and in the
affice to develop cur training material and future projections.

10 I do mot 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. S0 the credit for the Handbook should
go to the users and to the Cooperative Teachers. There ig no
- and to knouwledge. It grows with the experiences geined. So
long as we continue to remain close to the realistic
situations we shall continue to keep our feet on the sarth.
Teachers should, therefore, continue to associate themselves
with cooperatives, their esmployees and the general membership
in order to gain more and more of practical experience.

Any suggestions and commepts on this Handbook leading
to its further improvement would be most welcome and
highly apprsciated,

Colombo«d \ Daman Prakash
December 01 1980. Technical Advisor-AVA,
TTP/Sri Lanka.
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COMMUNICATION PROCESS AND COMMUNICATION mEpla  CHAPTER
: 01
"'_‘ N

Introdgétion

04 Research and exparience have shown that suydiog=

. visual techniques car signifiecantly inmcrease and
reinforce learning. Visual aids mu'st be carefully
designed to support a leasson and to suit & particular
audience and situation, The plapning and preparstion of
such aids reguire time, thought and imagination in:

- Selecting thé points to be visualised

Translating idesas into suitable visual forms

H

Choocsing the most appropriate medium

- Designing the moat effective layoyt snd colours

t

Pesigning (or producing) the aid

-

. -
N -

the aid for future use (eualuation and
improvement).

02 Ne single device iz the best ansuer to al}l visual
aids situations. The. following faetors help in
choosing the best davice for a particulsr presentation:

CIRCUMSTANCESs Size of the audiencs, time to be
used, "location of use, aveilability of equipment,
‘transportation and electricity supplyj

SUBJECT: Effects required in presentation e,g.,
surprise, shock, #ramatisation. Building yp
gradually, selection of the ideal one for the
subject e.9., OHP (Overhead Projector), flannelgraph;
COsT: Availability of funds, material, time for
" grcuremsnt; and

AVAILABILITY: To use only that ons which e
easily avallable. .

03, Always keep in mind the famous proverd ‘'ONE PICTURE
15 WORTH 100D WORDS', An approp¥late picture gives
you so many things, feelings, thoughta and motivation,
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04 In a learning process our eim should be to reinforce
... OUT verbal message with the visual messages ‘to
achitve a lasting sffect. If we reduce our verbal lmeagages,

so much the better for the learner, but obwiously not at the
cost of effectiveness. In the modern educaetional
teemwrogytheemphasis "is on the-use of--audipevisyal ajds. .

05 AUDIO0-~YISUAL AIDS OR VISUAL SENSORY AIDS HELP OUR
SENSES OF THE HEARING AND SEEING TO E£NABLE US 7O
LEARN EFFECTIVELY AND EFFICIENTLY, THROUGH THESE AIDS THE

PROCESS OF LEARNING GAINS SPEED. THEY HELP IN THE
PROCESS OF COMMUNLTATION: Audit=visual aids. are. today
being employed lhcreasingly in all progesses of teaching.

ELSN
LR s CiaT

T
fommunlcatlon o Ans iy
06 ﬁccording to. Edgar ﬁale,-fCommunication 4si.a bwo~way

sharing process, not a mowement along a pne-~way track.
To communitate ‘e to make an ides common to two .or more
persons.' The analysie of this statsment will mean that
(i) tHe communicatopnhimself shouyld be thoroughly acquainted
with what he is going to teach; (i} the regeivers ~
#idience -~ “ghould be gguelly interested in whiat.-is going
to be taught to them, and {iil) the process of stigulation
‘should be''he'aiily relisd upor by thé communicator.

07 Ken Garland's iliustratiorn of "tha Basi¢ Pattern of

Communication is ths most simple ene to ynderstand
the cy¥le of communication, The illustration pnints out
to the following main stagess

- Source of Information

.= .Goding of informetion .

- Transmigsion of Informatjon . . .
~ Decoding of Informetion LT
- Feedback ' o

68 The source of informatign here mesns the information
that is available for transmission sng:this information
7. is obtained after research, invegtigation, experiments and
observations. £ducational institutions, reseapgh establishments,
stydies and other organasatlods have scoymulated 2 whols lot
of igformation and experxences. Thesg "have been agientifically
collected end documented, Thess: are to be transmitted to
the people < or the target groupg = for their use and benefit.
The ,coding of information here msang urapping-up the
1nformation, ‘¢converting it into signals whieh are convenient
for transmission. These could be circuldpdy latters, books,
advertisements, stc. The information has been coded into thess
forms. These ‘coded S$ignals are now transmitted or sent
or despatched, These are done hy ysing media B4G.y, Newspapers,
- ra::l:.cu,r television, films, slides, Yecture notes, lectures
“and s on. Tha"ceded information thus transmitted 4% decoded,
which means, explained, ‘The audience shoyld be sble to receive
*the message. Thé neuspapets must reach the teaders, radio
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BASIC PATTERN OF COMMUNICATION PROCESS

i dwa 4 e

bina s s

Wﬁmh. ﬂdv_

SQUACE . OF
INFORMATIGN

.__ w. ..

FEEDBALK

;
(2) o
INFORMATION @
CODED FOR P
- | TRANSMISSION ¥

TRANFMIFSIUN

N

(3)

INFORMATION «

DECODED
ARFTER
“TRANSMISSION -

(4)

DESTINATION
oF © _
INFORMATION

Source: Ken Garland's "Graphics Handbook", Studie Vista, Londan,
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COMMUNICATION PROCESS : Example 1

flan '8B' telephones radio istation to
inform the originator, Man '4',about

(1) | |
Man 'AY. in studig) .
giving 'a talk certain inaccusacies in the talk.
before a radio {

microphene... ] .

Rt LV . .

(2) . uﬂwwi; ————. (4)
Sounds of his "1 signals con= Man '8¢
[speech converted | Z verted intc listens to
into mwwmwnu:wn b saund by e the talk
ﬁcmemwamﬁmwﬂu;. 9 radio in his
Lnamwam B receiver g——- 7] house
ltransmitted) =

® [+

: [as
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: Examplé 11

COMMUNI CATION PROCESS

(1)

manufacturer has

facts to impart
{publicise) .
his new =~
produtt

icity

{2} . S
graphic designer.
and script uriter
convett facts into
some printable
form -~ ‘leaflets

or poster.

ANSPISSION s ceribution

of publ

TR

Potential ncmﬂoamn_novwmnww.nrm

the item.

material)

manufacturer to purthase

(3)
potential
customers
receive and

axamine’ the

publicity

-1

~p

a mental picturd

4y .
customer forme

of the
product.
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. should be fon! when there is somebody ta listen, and so on.
And ultimately, the important Factor is the audience, the
group of people for whom the message was intended. One
circulsr may not be relevant to all categories of people,

or one advertisement may.ngf be. intended for all the millions
in the country and-so ons—~Fhe nalauantﬁaud;ﬂgcé shauld receive

the message.

D9 Onee the cycle of communication is complete, ws are

o .atill not sure whether the message was received by the
-correct peaple unless wa! have gdme, gort Tl reantien,
responsas or feedback. F course'maﬁager, would, naturally,
like™ to undertake an euaﬂuatlon session at the snd of the
course’ ;n order to find but hl) his.own: psrformance at the
course,ithe relevance of the training ‘material etc., and
{(ii) whether, the participants were able to’ benefit from the
training course, and what would be their suggrstions for
future improvements. Feeﬂback 13 an important element in the
cycle of communication. | ,

'Iﬂfurmatlon in- Gommunigation

..:3;-fv,,._;'rn7,,_;_\l : PulR

10 Infdrmatlon is not aiprime product, the:, is aslwaya

an’afiginating source which the informat.cn is atout, it
may.-be. & thought in someone's head, which He “rforms us abaut
by means af speech, or it may be an anact Jsunt as a car,
about which information can be madevauallable>

oo .

11 Infurmation is of no use unlgss 1t flOps cut from its

ariginating source, and this“procaas is rﬁlled
commhnlcation. However, varied the channels o’ communication
may :bé, and however complex: the processing of the
information which flows aeng them, all messass are
composed of the same bacic information elemen a, facts;
or !in the jargon term t'data‘. -1 e
12 The facts which the graphic designer is concerned with

in his work are ... 7"‘7~rent in crsense fzom the facts
which are transmitted by speech, by telsgr=p!., nx by any
other means, and it is those facts which arc inz ccreera both
of . the originator.and of the rﬂCLPient of any tran nltted
information.

13  “The graphic designer; as one sf the peopis inveolved in the
techniques of communicationy: lS in danger of bescoming

obsessed with the nature of the tewhnlquaﬂmﬂnhmgf.forgetting

the nature of the communication itself, that . s, the kind

of facts, their meaning and their relationship %o one another.

Understanding the essense of the message must aluways

preceds its processing for transmission, If thare are parts

of it which the graphic designer cannot understand because they

are im technical jargon or because they deal in concepts

with which he is ndt familiar, he must ensure that they are

methodically collected, classified and selectsd before he

is called on to process them.
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14 Nor do the systems with which he is congsrned always
work in ons direction only - from originator to

recipient, Many of them have FEEDBACK machanisms by which

the recipient may (conciously or yneconciously) inform the

originator of the ways in which he interprets and acte upon

the message. As this feedback operation begomes

increasingly effective the graphic designer may bs inm

for some shoeks. Some of his favourite deviees may turn

but to be guite incomprehensible., Feedback is a double-

adged weaport.

Aydience apd Communigation

15  Who are our clients? We are the teashers or the

trainers. In the first place we have the coeteachers
or co-trainers are our audisnce. We train them to train
others. They modify their methods of communication, Ye
communicate with people and PEQPLE ARE HUNMAN BEINGS. They
have their own feelings, likings, appreciation, way of
1ife, language and personalities. We cannat communieate
with 211 people in the same fashion, We commynicate with
individuels, we communicate with groups, groups gcommunicate
within themseluss, we communicate with the masses.

1

__—WITH INDIVIDUALS

COMMUNI CATOR ct:f~m--uITH GROUPS
«\,m
\&““'GRUUPS WITHIN THEMSELVES
",

™. MWITH MASSES

16 As is the glear from the sboue, the aydiemscs may
consist of a single individual or it may consist of
a large number of people. Since oyr main aim is to trainm
the teachars in the context of ecoperatiye teachege, Lhe
aydience may consist of 20-50 persong, The aydience may he
literate and may be able to gcommynicate effegtively with
the communicator = the teaecher = properly. The communicator
may commumicate direetly with the audignce in their ouwn
language or through an interpreter. Besideg y¢sing verbals,
the teacher has to make use of varioys teaghing aidg =~
audio=-yisual aids - gestures and cues in order to eatablioh
an effective rapport with the audience,

17 The commynicator makes a judicious gombinaticon of
words with illuystrations, pictures, photographs,

chalk=-board, projectors, dramatisation, signg agd

gestures. The physical appearance of the teachel is aleo

of great significance, His voice should Ye aydible,

pleasant and persuasive,. His poise should ngt s aggressiye

and his manners need not be tarrogant'.


file:///UITH




1/8-08

s F—— £ e
e == = = = ¢

COMMUNICATION : TARGET GROUPS

PERSON TO PERSON COMMUNICATION

Extension Worker audience

COMMUNICATIDN WITH AND WITHIN THE GROUPS

La.] —
o\ /N

) < P
o< 7%el | OAd 1 S
Efm'{mb 1/11[ il 1|\\g

WITHIN THE GROUP WITH THE GROUP

Ej

COMMUNTCATION
WITH
MAGSES
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The speech or the audio aide (or sense) can be

explained in the follouwing manner, Ue speak, but
at the same t;ma,we make vse of other parts of our body.

We make use of eygs, -
postures and other
.expregsions or cures.
e make use of werbal
cues, visual cues

and body cusg. When we
like a certeain thing,
we express our
satisfaction or
disgatigfaction
through our postures |
or appearance. Our

expressions change., 1{

We then sg&” - -

-

-} sPEAKING

[EEE-UERBALS-

- GESTURES .~ |

VERBALS (WORDS)

4—

I POSTURES

"»PHYSICAL nppEnaANCE

UISUAL CUES

differently and we
look @ bit differently,
express;nhs also can be

Theae are’ the expressxons, and
used in cammunzcatlng with people.

We do not make use of words of- mouth, but we express our

feelings by a ‘Were twist of our lips or openlng up our eyes

a little maore. than usual-
Senasss and Communicatlon

19

The f;ue sanses that we all human beings posscess

are ysed in communicating with psople. But in
teachlng/laarnlng situations, all the senses cannct be
fully ussd. The five senses; which we possess are:
sight, Haaring, Smell, Taste and Touch. In communicating

‘with people, we hardly
maks use of smell and
taste. All the other
" three senses that we
make use. of also
cannot be used in
jsolation. There has
to be a.proper
combination of these
thrée. Audio {that is
hearing), and visual

’f* SIGHT (EYES)

f/),* HEARING (EARS)

f,mm_—-*-smELL (NDSE)

“m' TASTE (TONGUL)

* TOUCH (QcDY)

{that ie seeing) are the

;most sensitive senses that ywe use., A combinatlon of these
two make aud;c-u;sual Benses. Honce we come to the point
of discussing audic-visual aids ar eensés in tho procees

of learnlng/teachlng.

_Learnzng and Retens;on of Knowledge

2e-

we human bezngs contlnue to learn all the time. We

‘also continue  to teach othere. The process of learniag
and teachimag, therafore, is am integral psrt of our life,
“‘We $se things, we: observe-people amd situatioms, we do work
and in this way we. keep on accumulating expericeess aad
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1mpr93310ns. GRS communlcators/teachers, these'
experiences and impressions are of graat value bécause

it is with their help an

d support we communxcate

! aith athers. “There has bambefiearnlng prior to teachlng.
And 1earning Fidiia difficult .procesa, it is - a paln?ul

i
!
!
3

. canditions.’ p
have dene experrmente as T

~the_experiment is conducted by the laboratory assistant
ue. as students, fesl that we could algo. do the experiicent

h L

ot

process. THere-are pains

in: lqarning, We "have . tn study

things carefully, look cver. thém over and Quer again

and still the learning i
1t is a 1life long proces
seeing and by dorng.

21

s not, complete ‘ot cmmprahéﬂ31 ‘B
S. ue learn by tearing, by

iy
™ ER 3

L] i -

What is uur capacitf o1 1§arn? There 13 nn sure mathod

to measure leagnlng. It is a gdersonal- 'matter' and

.....

Some Uth&rs

to astablish how’ do.ue

learn! We learn by taste"

through touch, through
smell, through hearing
and through, sight.ye

,learn the mlnlmum'WW
through taste, but’!i.
surely the experienca;.
gained is more or less:
permanent. We learn the

very high percentage. The learning through Hearlng i

11%, which again is quit
would he very gffective.

é'manmleasnamﬁgcordlhg~ha,h;s ment 1 capacity. Soms..:
‘exparimants. had"b@eﬁucangggfed by
to, measure the retention. o

ducetional SCiBrungB
Rnnwledgs under uarlous

- HOW NUCH’ m}( WE  LEARN?:
AR Thrpugh TASIE d eee A
Thraugh, TOUEH - sns oo 93%
Through SMELL' *.;. ?..;33%%
_ThFEGEh-HEaalgg ces 11%
Thruugh SIGHI“_... VU R

maximum through 51ght - 83%

e high. A combination of the tuwo
That is why we learn tsuffilcl-ntly

enaugh' through a comblnation of . Hearing ‘and Slght,'1 og

audio -dnd wisual.

el

22

I'rJ

i

Leérning is ane aspeot of gainping kncwledge, ‘but
y retention of knowledge ansther factor. Wheriils are

exSOsed #0 a certain experiment in the laboratoly’ « when

,eurgaﬂue&._aut when we are cut of the labaratory for

5
ws find that the'
exposure - ‘the
“3le exposure -

was not enough. Ue
had not ‘reta&nsd'
enough kpgulgpdge to‘“
foursaluea. The -
.rétention of‘f”'
krowledge is 508
“Uith a comblnatlun
of Seeing ard’

—

a2 time and then we are exposed to the . situation arrpct Ty

HDU MUCH KNDMLEDGE IS RETAINED
BY THE LEﬁRNER AFTER .ONE EXPOSURE?

10% of what they READ
.. 20% of .what they HEAR
30% &T-whdf khey SEE
50% nf what thaY”SEE & HEAR
70% of whét they SAY as they TALK
90%_3F mhat they SAY as they DO

_r...

Hearing. The hlghest retention. is- through adtlon - learning
by doing. That is the reason why all adult and child learners
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ONE EXPOSURE AND THAT IS ALL
s AND THEN THEY EXPECT ME TO
LEARN EVERYTHING...

READING 10% ?
i
HEARING 20%
W
;;/,/”/ SEEING 30%
- 50% !

HEARING & SEEING

G);
y 1.8
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DO=-IT=-YOURSELF IS THE BEST LEARNING.

Black/White Vision

N Colour ~doe SIGHT/VISION
™
‘\\ro Space {depth)do~ HEARING
“w fMovemant
HOW TO MAKE e Sound
STRING . Space ToucH
HOPPERS? . Cold[Hot
e Pain/Pleasure SMELL
e Smell TASTE
e Tlaata
PRINTED MATERIAL
. Elack/Whita Vision
o Colour ~do= SIGHT/VISION
o Space{depth) =do-
o Movement HEARING
HOW TO MAKE :“ggz TOUCH
STRING P
HOPPERS? e Cold/Hot
e Pain/Pleasure SMELL
* Small
o Tante TASTE
RADIC BROADCAST
Black/h!hite Vision SIGHT/UISIDN
Colour =-dge
Space (depth)=do~ HEARING
STRING Sound TYOUCH
HOPPERS? ou
Space
e Cold/Hot SMELL
e Pain/Pleasure
s Smell TASTE
s Taste
FILMS ETC.
Black/Unite Vision
Colour Qe
Spece(depth) =do- SIGHT/VISION
HOW TO MAKE Movemant HEARING
STRING Sound
HOPPERS?
Space TOUCH
Celd/Hot
Pain/FPleasure SMELL
Smell
Taste
PERSONAL TASTE

DEMONSTRATION
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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,
partzcipatian etc.

The Purggse end Use of Audio-Visual ﬁéd{g

23 It is unfortunatg that audio~visual materials are

'so often referred to as 'teaching aids®. As is clear
from the foregoing, the only real justification fof their
use iaithat they actively help studentd to realisé their
learning objectives. On some occasions, however, so called
laida' can actually become hindrances, if not barriers, to
‘"learning, for they can get between a student and his
“objectives, This is:.a problem of planning and erganisation,
of course, but the real issue is that audio=-visual materials
should only be employed when sffective use can be made
of their distinctive propertiss,

24-: Some of the properties of audioc~-visual materials

* can be listed and discussed here. A useful rule of
thumb to apply uhén'decislons have to be made is to ask
the question. 'Hau will this ajid be used so as to
capitalise on its distinctive attributes?' Generally
speaking, audio-visual materials have five properties:

{1) The abilify to help promote percepfinn.
(2) The ability to help promote understanding.
(3) The ability to help promote transfer of training.

(4) The ability to provide reinforcement or
knowledga of results,

J(S) The abllity to help retention.

28" “Not sll-media, of course, passess these proporties
to the same extent. Nevertheless, these are the
attributes that a teacher must capitalise upen, otherwise
the materials will lose their raison d' etre in the

1aarning process. : e

'lzb In’ reviewihg‘the field of audip-uisual aida, three
) ﬁroad ganaralisatlons can be; draun'

IR !."!

1) Studenta do learn frum “audio=visual materials.

-t

(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) tearning From aGdio-visual- sids can be directly
and appreciably enhanced by teachers in the
following waysas: ..
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(a) introducing the materials and stating the .
» abjectives to. be. realised by thems
kT ale

(b) Obteining student participatlon, particularly
‘with more able students. {There is a faint
suqgestion in the llterayure that low IQ students

B retain significantly more if they learn without
"7 agtively reponding to audio-visual aids like

.. films ard” teleu*Mlgna}

(c) .Employing attentign, calling'3hvrtea like
arrows and pointersj questlons and discussions
3531gnmerts and prujects,

”Kﬂ) Repeating student expasure to hha ‘matarials.
"2?-7i%hese firdf are par;L‘Jlarly importanx for they mesn

_ that audio=visual materials areg WORTH USING, and they
are also MDRTH USTNG WELL. -

Audin—UisUalﬂﬂng

*-.28 | Audio~Visusl aids . w7 7ual sensdry aids help our

R senses of ti» heari:n and seging to enable us to learn

“’affectluely ahd officie~tly. Through these aids the process
‘tgf Yearning gains speec. They help. in the process of

> communication, Asdia-Vigial.aids-arg tcday baing used in

" training, educatiop, commerce ang, prnpaganda. The use of
these aids is not 2 paw ronow ,tr;Iheae flave been in constant
use. The great and walyws’» nzintings if caves and temples
‘were created to acnreve - offegtive communication with the

pecple.

29 A 31mple claf'c ica’~on Df audin-~visual aids

available to & commu“‘cetor today is given overleaf,
.1t would be seen inat the andid-visual aids are broadly
classified into fa ;r grouns. Visual aids are again classified
into two segmente i.e., prcisrted aids and nen-projected
aids. N e,

L
woed

why ﬁud;e—U;sual Al db? o

30 A majority of tradl 1onal teache-a still look upon
“the audig-wvisial zids uith 'some Tcontempt! or
“coﬁmarnJ. Maybe, they f¢el their personality or wisdom is
_threatsned or questioned, But this is not correct. Audia=-
“yisual aids, on the other hand, enhance his capabilities
-and improve his image asz .2 qQood teacher. The audio=-visual
caids are'hecesaary.o: useful betause these aids:

- makefcommnw"sét¢bﬁ gagier and more realisticy

- accelerate ‘and u1talise the process of communicationg
Lmiin

’*ﬂatimulata interest and motivate persons for
fupthar comnunicatibn“
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CLASSIFICATION DF
AURIO-VISUAL AIDS

N

. ‘ ACTIVITY
AUDID AIDS AUDIO~VISUAL AID

VISHAL AIDS

L™ I

AIDS
. .. ’ ' N -}

e

KoM

Projected Pro jected T T A

-2=0 aids
nictures,
paper=

F PROJECTORS. cuttings,

. charte, maps
Graphs,
‘Diagrams,

- OHP L ~ {. Posters.

P 3=0 Aids,
diaromas,
models,
globes.

. $Oemonstration
= Radio

‘b Record _ - L Oramatisation
Players L Cine~Filme
-EPIDIASLOPE O8mm

o 16mm
. Tapg- 35mm
Recorders 70mm

wBoardes 8.0
S display, -
=-SLIDES bulletin
boards, - .
chalk= | Public
boards | Address
_FILMSTRIPS ste, . System - Television L Field=Trips

-Puppets
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- compel {(rather hold) attentiong

~ gover more subject-matter in s shorter time;

~ thus sava time in communication system;

- enrish commundsation;

~ can reath many pecple one éﬁﬁ*all at the same time;
~ can be used at all levelss. ” '

~ pvercome barrisrs in.communication such as
distance, time, size,, “shape, very slow and
~fast motions, hidden things;

te motivate Eersons to follow-~up activitiee and
action. -~

31 Eueryone agraes that teachlng mathods, if
associated with dudio~visual aids, could bring

yery very encouraging results. Scheools and colleges have

improved their resulis. Researchers have made use aof auifas-

vigual aids with advantage. These are the points which

have been made by researchers about the audio—uisual oL

* They supply a concrete basis for conceptional
thinking and hente reduce meaningless words
responses qf studentsay

* They have a high degres of intaiast for studen..,

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

quhey offer a reality of axpariencﬂ which stimulates
"éélf-astbulty an the part of the studants;

# They. develaop & continuity of thought;

* Theseé aids contribute a growth of meaning
and hance to vacabylary deuelnpment-

o

* They provide experiencea not easily secursd
by other matsrials and contributg, to efficiency.
depth and variety of learningg and:

* These alds help to retain more fur :a longer time.

then to Uae Audlo-Uisual Aids?

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

use them indiscriminetely. Audioc-visual aids are not

complete by themselves, They are only the yehicles

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 ths teacher as well as the students. Use of
many zudio-visual aids at the same time should be avoided.

Use of toc many aids may convert the classroom into a

workshop, thereby
distracting the

attention of the
audience, One aid
can be manipulated
g0 ag to achievs
several effect% '
One ‘portable chclx—l”
board could:serve
as a chalkwboard

a flanqelboard,'f““
a flip beard, and

RIGHT TIME
RIGHT TYPE
RIGHT WAY

_FOUR RIGHTS IN AUDIO-VISUAL AIDS

a magnatig board.ﬂll
Much, of coursey—

@

depands upon. the. 1n1tiatiua, creativendgs and resgurzefuiress
of the fsacher'hrmself. .BUT, Please use the audlnnu1ssal aics:

carefullv. Remember; ths 4- Rs.

peobe ..j : .- L .
_JHE PRURgﬂ USE OF AUDIO-~-VISUAL MATERIALS

ﬁudlo-uac al materials can do these th;nga*

“dUr classrqom. : g

Bring | abaut 519 1?léar+ changes in student bahau;our.

: interests of pupils, with a consequent heightening of
‘motluatlon for 1earn1ng4

‘Nake learnlng meanmngful over & wide range of
. studefit ablllties. e L

the 'I was thero® feeling that results in increased
learning.

Provide needed Feedback that will help the pupil
to, disccuer fiow he has learned.

*Furnish the rich experiepces from whlch meaningful
concapta will be developad. '

Assure the orde: and clarity of. thaught._

Promote a mo od-&ﬁ«nutual uuderstandlng and sympatﬁ} in

Show the relatﬂﬂnshlp of subject-matter to the needs and

:JE\BRIRQ freshnsss and Ua ifety to the learning experience.,

Encourage msauﬁnrful use of subgect-matter by allouing
for imaginative involvement and sctive partigipation -

%Edgar Dale's Audio-Visual Methods in Teaching. 3rd Edn.
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ASPECTS OF LEARNING:

~ a summary

THE more a trainer can’ arrange the learning situation
so as to utilise these principles of learning, the more
likely the learner is to learm. Thus, a training

- programmg, or a teaching teachnique, will be judged
adequate to tha degree that it appears likely tos

- pnouide ﬁop thes learner's active partlclpatxon

-= provide the trainee with knauledge of results about
higs attempts to lmprcue

- promote by good organisation a meanihgful
integration of learning experiences that the
trainee can transfer from treining te the job

~ ‘provide some means for the trasinee to be reinforced
- for -appropriate behaviour

- provide for practice and repetition uhen needed

- motivate the trainee to improve his oun parformance

- assist the traines in his millingnass to changs,

LEARNING is a life=long activityj; we are never too old

to learn, but we are frequently resistant to change.
People often talk about problemg as if they safeguarded
their position, e.g., 'There are soc many problems! I cannot
change.’ What they mean ie, do not remove the '

problems or I might have %o change._LearnLng is change,

=rgproduced from 4 AN Introductory Course in Teaching
ang Training Methods for Management Deualapment'. IL0
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 rescurcefulness.

Good grooming, polse and refinement in
voice and action,

Courtesy, kindness, sympathy and tact.
Patience.

Sincerity ana Honesty.,

fFirmness,

Promptness, efficiency and ability to organisc.
Positive and encouraging attituds.

Democratic leadership.

Professional status

A teacher has not only to teach, lecturs

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 0z

L

Introduction

01 No classroom is complete without there beieg a
chalkboard {(or a2 black board). Also no teaching ssems

to be complets without using a shalkboard, Teachers have

alyays used scme media to communicates their visws to the

audience and this media - in a majority of inatances -

had been the chalkboard.

Wlhat it is?

g2 Chalkbaard is a piece of commercial ply about Scm
thick of desired length and width, Its one surface
is painted with chalkboard surfacer. The painting is
generally four coats - two vertical and two horizontal.
The chalkboard surfacer can be aof black, grey or green
colour. Choice of colour is, of course, opticnal, The
board may either be mounted om to the w2ll ie front
of the audience or kept on a2 board stand. The board
stand should be rather sturdy, Chalks of various coloyrs
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 inaxpensive

#* Durable

% Gives larger area for the user

* |arge eﬁnugh to be seen by tﬁa audisece
* Requires no advance preparations

* 1deal for mathematical work, illustratices
and diagrams.
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L_mxtations in U31qg a Chalkboard

** Raquires tha teacher to turn sway from
the audiences

| *% The teachg; tends to ignore his audience
+ and. speak. to . the board~

. ** Duaty and massy to handa, clothao and
- -?; to the naarby equzpment e.g., OHP}

. ¥% Dramatic. and unusual affacts not eagily
Pﬂﬁibie, il

gl

Cautions An stn“'a Chalkboard

R urite for the audlenca and not for
ycuraelfg St :

xe% Use capital latters for better elaritys

"'T*** Use colour chalks for emphasis;

* 4% Ese dustlass chalks when possible

®%% Do hot stand in~front'of the board
P when addience is taking dowun notes;

RN Do not ouercrOwd the hoard:
Eaad Do not talk tm tha boards

it Clean the bcard before leaving the class,.

03  The light falling on the blackboard myst be of
~ - the correct illumination dnd from the correct
- -apgle giving maximum light but preventing glare,

04 The lettering on the blackboard should be 2" to 3®
- to make it visible to students sitting at the
,rear of the classraom.

,aﬁs Ths ehalkboard should“ﬁluaya be maintained in good
P 'condition and whenever its surface becomes worn
or gloegy fresh black paint can be applied to give it an
uniform darkbackground. The ingredlenta needed for the
blackboard paint ares

(i) non-greasy sout-and ashaa, left from a
' uoodflre; i

(11) linsded oil.
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(Raadymade chalEanrd surfacers, ip various shades
are 4180 available commerclally ) At

gs. The ashes should bse passed thrnugh a sieve

' to bbtain a: fing powder. 500cc of linseed oil, 200cc
of fine powder of ashas and 5 teaspennful of soot is
mixed thoroughly to make a palnt for the chalkboard, At
least ' a perlod ‘of three weeks should be allowed for the
surfacer to bacame: abaolutely dry and ‘hard,

Practlcal tools for the Chalkboard

07 In order to make the best pds%mbia use of the chalke
board, the teacher should keep some of the equipment
ready for use. SDmeiuﬁ;tﬁem.are°“
TeP el LB
i. A palr of ‘tompasses for. draulng circlas,
made of a piece of rope wlth which chalk
1¥*i5: 7. 4 tied at one end;

. w-....,_. o

ii.;-f.7uler for drawing straight lines. It must
be straight and should stigk well on the
;ni--chalkboard surface; ' '

4iis RdT-square whlch prou;des a 'convenient tool
(et fory drawlng parallel lines and guida,

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

SRR befors the class starts and students assemble.

;@klng Disgrans on the Blackbosrd -

':'_B The followlng methods :could be used for making
7 Jdiagrams whlle maklng use Uf the Chalkboards

rds ¢ Grid. Nathcd

UK the grid technlque, ehlargement of original
drawings made on urdlnary size. of: paper could be
; Obteined on the blackboard in ‘large .ecals. Some
sqdaréa are drawn op the original drawings. The
cﬁalkboard is blogked ‘6ff in larger squares. The
pfiginal drauings can, thus be transferred to the

" Zhalkboard by. drawlng one squere at a time,
: 'd

ﬁili, Pattern Method

This method is suitable..for drawing complicated
maps of villages, countries, states etc. Orawings



2/5=24

ate made on 8 piece of paper for each filusttation
which has to be put on the blackboard, Then with a
punch or perforating machine, the illustrations are
perforated in outline at 1" intervals. When the
camplete drawing has been punched out, the pattern

is held =gainst the chalkboard and the duster is
rubbed firmly across the perforated segtion on the
outline. Thus an outline of chalk dots appears on the
board., These dota can be conhectad freehand w;th

a chalkl

iif. gggﬁgte Nethgg

Template can bhe. ﬁéda oh,aﬂy tﬁi# stiff and light-
weight meterial lmﬁﬁ ‘cabdboard br shést metal. The
design is draun o the materia) and then cut

and the template is ready for ysey Tha templatb is
held against the chalkboard with one hang anmd is
cutlined on the board with a chalks

iv.Elastograph Methag

The slastograph helps Xo make ah enlatged copy

of the diagram by us;ﬁg an ehastic gtrihg. The
original drawing is attaehet 6n the blackboard and
one end of the elastic string 1s pinned at a point
to the left of the diagram 1A such & way that, when
stretched, the knot may tbver 4 poiRt of the drawing.
At the cther end of the string, a pisece af thalk

is attached which marks the enlarged dpawing 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,

Symmary

D9 The chalkboard is the most commom aid that is used

by the communicators apd teachers all over ths world.
With all the modern teaching alds available toc the teacher,
the chalkboard is still in great demaend and in yse, It has
several advantages beaides its being cheap agd easily
avalilable, There are certain limitations om the yse of
the chalkboard and some precautions have to be taken by the
teachegr in {its use.

10 The coemmunicator should alse 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 tschnical dlagrams etc. on
it for the banefit of the audience,
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CHAPTER
FLANNELGRAPH 03
L b VI ui L PRPEY. N INPIPIT PR
iﬁtroduction

01  The flannelgraph {or flannelboard) is the mast
adaptable and flexible teaching a2id. The yser is
able to present materisl to his studsnts at the right
moment and is thus able to build up a composite
picture step-by-step. Orawings, titles, illustrations
and headings may be added at will, and assoclations
clearly demonstrated. Materials can be rearranged,
developed and simplified at will, The principle is
g0 closely allied to the learning process that its
effectiveness depends solely on the careful cholce
of materiel, and the care and skill of the user.

g2 Pictures, illustraticns, captions and other

symbols prepared on light card or stiff paper
becked with a light fluffy materiasl. 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 ©.Q9.94

khadigraph (because khadi cloth is used as a
"packing material on the board),plastigreph (because
plastic sheet is used as a backing material on the
board and the cutouts are also made of plastic shests),
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 gams,
It is a very simple and effective teaching aid that
a teacher can possess, )

Types of Materials Used

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

earlier, you can use other materisls as well &8.g.,

khadi, towelling cloth, blanket, flock papsr.

0s The size of the board could be 24" x 26" or

30" x 40". You ecan even make use of the existing
chalkboard (portable one) by covering it with flannel cloth.
Size e not wvwery important, but it should be kept in view
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v a1q -
.80, that gdlfmeﬁhérs QF yuur audience are able to see
the board clearwﬁ from &1l corners nf the classroom.
DG The ploth ahould be" tlghtly and Flrmly fixed against
z th% suppnrtlng board. Fo gmparary use, clips

or tapes -5an he used:btd<hold Waterial. Permanent
flapfdiSearas have their advantages but are not so sasy

to tranapurt. AllL, baarﬂ should prefsrahly be used with

.,I.__.'_;.-," ant

“?DT THE c}oth couldibe of dark graen, ‘blue or black, -

LaTE Deep cqlour% are : prEPbrable hacausa this colour

nuaudwlll prou1d% a, contmasb t&'the cutnuuts.
ooumb L ~gfous 2

sant T
AP

bg@buls anJ Laﬂtgying o AR e

ke ol Crdadda Ly

L b

08 “These can. ba.. anaun ﬂirsctly sk, therLEnTel. sioth

piecas ‘and thus could’be used as cut-outs, or they
can be drawn on thick card and then backed with sand-

paper. Sandpaper sticks battsr an %o the flannel cloth.

. 5 oo I
2O, o=
aiup=diin

= AW

o

AR a

‘,:!.'i bt ri _k' Kiw

Te 507

i.Nabarth ¥hat ygg ﬂﬂy NéeE,

1T O

foae B2 5 ‘;1"1[" gat

e _3::50{'-'.
o V8 5 ST 'hJL!

STOTOL iy

quﬁiwéa *@Qu ‘Yuu will ;need:. tha fdlinw;ngfmatsrlal to

aF construct,% Pulbgfk&dﬁelgraph° oo
e P 1k 4 Hi gy B
10 =t prportlng ﬁnard Fﬁlybbard or other)
“% Flannel cloth to cover one sunfacqqof the board
Board stand or a.rigef-dtdnd——
Hardbua#@—gr'fﬁiﬁz_cardboard for cut-outs
- Colour postgr; paper : 500 L3 FE
ﬂﬂ-ﬁﬁum”’adh931us or-glue “M% "
. swuﬁ§nclls, Tagic ink pans (felt-ilp pena)
o me Seigsors i ppodates BT LT g
f-rSaﬂdpépEr or . fLaqk=papar‘:"”'l
ﬁu\gmzhrertlng paa§¢ far makﬂn@ tha_schema .or layout
- Stri g” .

LB

s auiadi =

510'_|:2e llluatratznn o? the flannalgraph and the

ven i dasariptlon wlil anable you t&’ uqﬁeratand the .
dompos;tianuandfccﬁstructan of..a flannelgraph. If you
‘are ébl to;gathert ith ”L“buue ,;fesaurces you can venturs
in the_ cgnstrutbﬁmn‘bﬁ he, 5stqﬂ@$~yaur use. This is g
‘the" slmplspt thate8tld” bs .spggeated. Some more detailed
Gersi&na are - also ﬁugllaale.ﬁgsa afs 0
ja0e 2 ot ok 3 e,

gL INEEE)
il = Ty w“!"“' gan

How‘to Uea the Flannelg:aphz.n aytd QP'“E{TH

—

'.'« £

u:1ﬂ*' n uslng the flannelgraph you have to:
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- decids on the story to be presented;
- propare cutecuts (or appliques); and

- present the material

12 ue can now discuss these points in detail.

Decide o the Stury to be Presanted

:13_ "1t is always good to discuss the subject in stages,

You: have, thersfore, to break the subjeet down inte
some small ateps and take up each step Por discussion at
ane time. If you try td discuss” several points together,
you may not be e¢ffgctive and also the students get
confused. They hdy ngt H& able to follaw you. In order
to break the subject into smallér ‘steps; you better
Write down the sequence af your subject. Do not white.
“the 'whole detail of the topic, but only the main points
whtch, of course, can be elaborated by you at the time
of presentation.

14 Also at théiﬁéﬁé“timemyau.shggég make a scheme
S v pf your pressntation, When will cut-out (No.1)
appeaz and what points will you make then., Plot out
“on‘a‘piecs aof paper. how your cyt-outs will appear on the

ﬁ"’ flafinelboard,. Give them 8érial numbers. This piece of

pepar will be your guide or“the scheme or thelayout.
This paper- will stay in front of you during the presenta-

5 tion of tha lesson. Fris willikeep:you on track.

Prsggre Eut-outs (ar Rap;;gues}

' 15 s mentioned eariier you have to writs-out

“the theme of the stary. That theme has to be
supported—by some u;suals - theae visuals are caslled the
cut-outse ‘or “appliques. Cut-outs are made from hard card-
board., The back of these card-board cut-outs is
supported by sandpaper and also is given the serial numbep
BCCOrdihg to the ssyuence of the story. These cutw~outs
cen be either textual or pictorial, Simple
illustrations can be made by the teacher himself. The
iliustrations or the texts should be bold enough, so
that these could be seen. from a distance clearly, Each

cut-out should have a backlng of good quality sandpaper
or of flocked paper. Cut-outs pertaining to a lesson
-~should be kept in dne large envelope together with the
theme of the story, On the theme sheet serial numbsr sf
the sequence should appear. This will help the teacher
in placing the cut—outs ln the correct manner and at the
right time,
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Flannelgraph

Description

———

1.

2.

3.

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 surfate.
The cloth is sithar pasted up with some atrong
adhesive glue or held in positiaon by the use of
naiis. The cloth should bes about twe 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 guality 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 celour

of the cloth should be dark e.qg. deep green,

deep red, deep orange or even black or dark gray.
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 lowsred depending
upon the height of the teacher using the board.

A sturdy three-isg stand, The stand is needed
because the supporting boerd 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 rooem to another. In case the slant
or the tilt is not provided, the boerd might fall
and zlso the cut-outs might not stay in position.
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Flannelgraph

layout of the flannelgraph - Schems.

MAIN TOPIC

A rough

.

UNIT
SUB UNIT
SUPPORTED BY

*%0el3} UG uTewel 03 Jeysesej oyjz dysy TTIM
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TeTias 6yYj) 1B %00 UBD 18UDEA3 3Uj ey} 05 “dn aprTsydeq ITeyy *s3no-3nd ayy Aeg
pTnoys epTs BuoTy ‘*JIsud2e} ay3 40 JUCI UT UTRWEI CTNOUS BWeYIS BY3 10 JN0AeT STy|
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flannelgraph

Light pencil
guide rules

A
Front gide of the cut=~out.
- Back side

.' =y :_‘!‘-

:;’ i of the

e S ‘gg cut=-out
Sandpaper pieces .
glued on to the Serial number
back side of the of the
cut=-out. cut-out

The lettering on the front side of the cut-out cen be
further improved by giving a darker shade cutline to
the letters. The dark ocutlines will also remove the
uhwanted distortions in colouring etc.

The light pencil guida rules should be erased before
the use of the cut=oput.
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Flannelgraph

While writing
on tha cut-
ocuts, the
sdges and
curves do not
gat a sharp
tfinian (sse
the encircled
areas).

Such lettsrs
do not
presant a
good picture.
They appear
to be shabby.

Av rivira 2 lining with a thick
PENCLL LT woltD @ dark pen, you can
smoothen the letters and bind them.
Letters thus get a smart appearance.

TGRJ
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fFlannelgrsph

Give same sharp colour to
the outser surface.

Arrows can be cut in various forms. The above two
forma are most commonly used. In order to cut sesversl
of the arrows, cut one, and then trace

the arrows on one shest of thick paper, and then

cut them. Use different colours if the arrows

are to be used at diffarent places.

Uo not keep the edges very sherp., Trim them
a bit otherwise they will present a sad appearance

after some use.

- =
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presentation &f the Mategrisl

16  When you are ready with the theme shest and the

' cut-outs, you should not hurry up with the
presantation of the cut-cuts as soon as you commence your
talk or discussicn. You can build up your lesson gradyally
and when it needs emphasis then only yoy bring in the cut-
cuts. Do no represent the cut-out merely for the sake
uf demonstration, but use them as maxn-tg ¢8 and
discusa the topic thoroughly before you ”"ing in the
next cut-out. Do not be in & hurry. Pregentation of the
lessgn demands a lot of tact and seriousness, You shquld
be steady and firm ih your approach to the subjeet, Do
not get confused with the cut-outs, and alsoc do not play
with them.

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

one side and on the other, you should keep ths cut-outs,

faging downuward. The highest number of the eut-out should

be.the lowest and the first serial mumber should be on the

top of the heep. Remember, the back &f each cut-out

myst have a serial number corresponding to ths serial

symber appearing on your sequence sheet or scheme.

18 Do you know what you would be doing during the
gourse of the ‘presentatioh of the material. You will
be {nPorming, arguing and stimulating the aydisnce.

i. Informing

(a) with explanation of ideaa.and facts, ¥
without stating your own point of vieus

(b) describing the method to be follawed, how
to manage equipment, tools or
instruments, etc, ¥

ii. Arguing
(a) about own points of viewus

{b) backing your oun thesis.

i35, Stimylating action by means ef
{(a) the presentation of problsms;

{b) the comparison and analysis of facts,
praocesses, etc.

19 uhile handling a class and while making use of the
flanneloraph, vyou do not have to s lomg talk. You can

develop the topic by making use of sub-titles or catch-

words, and by involving the participamts is the discussion,
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What is to be Achieved in the
Construct;on of the Aid?

20 In order to make your flannelgraph to be EfoCulL69
meaningful ;and;useful, you ahou;d devote graeat

attention to the proper teshnigués 6T Its construction.

While thinking of usingrthe: flannelgraph as & teaching aid

you should try to achieve:

Graphic Unity: Express-the central idea.in a short
clear and tell;ng pbrases,

Sim icl : Auoid Unnacessary deta;ls, 1atters, an
images or illustrations that are. too ‘crammed and
crOuded; R S :

¥
tIas.
|q“----.«1 {‘--'L--“

18ty Uée adequata illuatrations, that ars
vieible to all from all toszners. of. the tlass+c..,

Proportions: Keew im -mind -the principles of
proportions and parspectius;

Adaguats Uss af?ﬂa}ou;gé COmbine agreaabla and
harmonious elements. Try {6 achieve contrast

as mych as possibley

_ Balance and Harmony: Plan the display of ERet -t
' elemenhts so.that.in:presenking themthey are
“"wellwbalanced around. an 1maginary axis. L

RS LEIOTRE T S S BT S e o

s

aduantagea of Flannelgraph

€y

Turng teaching, stimulating and dynamic.‘
Incregses participation in the class.

. v Dsscribes facts and operations in a progreualv e
Centrea the presentation on mein aspects of the thems.
Transfarms abatrapt into ob;ectiue idsas., '

Stimulates plenning and makas teacher
stick to a pléh.\

It is adaptabls ‘for any typa of, 1earners._ A

"k %k &k Xk Xk X

It is aeconomical to construct.

1t can be prepared beforehand and permits re-use.

* Xk *® *x

Attractes and holds attention due to its charactczie®'
and colours.

* Illustrations can be asltered, replaced easily.
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L

* It 1s hardwaurlng.
* Can be used 1d conjundtiqq with tape-recordsr.

wSome timitations on fhe yse of Flannelgragh

W~ Diff;cult to use outsxﬂb the ciassroom
in uindy cnnditions,

1![
o < rape
L
"i

K Cannot be used as a chalkboard for writing;#:-;m

i L ECH

*% Visyals haua to be prepa:ed in advance.

- Cautions tg be Gbsergeg

I -“.4»..,::"._
#%% Number the visusls (cut<outs) cerefuldyiii.

*%% Rehearsa before ysge}
%*%% Keegp the visuals and tﬁbhe-!n Oﬂi?iﬁ6510993

#%% Keep the flannel cloth clean zng brushed up
for better hold of illuystrations’ by thﬂ
flock or sandpaper,

Evaluation

21  When finished with the presentation and yse of
the flannelgraph as an:ajd, it would be interssting
to ask YOURSELF whether the material shown:
- has been attractive?
- maintained studantstiiﬁtptest?
interpreted the ideas eclaarly?
~ was adequate and relevamt for the group? etc,

22 1t would bs still more interesting if yoy associate

your audience also in tha task of oyaslyating the
usefulness of flannslgraph ae an effective teaching aid.
To obtain the reaction, commnbhte and suggestions of your
audience it would bw adviseahle if you deysloped some
sort of an evaluation shest, .
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Check List

FLANNELGRAPH - ON TRIPOD OR WALL, WITH
PREPARED APPLIQUES (CUT-0OUTS)

(?)

(?)
(7)

(?)

(?)

()
{?)
(M

Is the board slanted and positioned
for easy writing/or placing the cut-outs;

Is the stand stable;

Ooss the flannel surfasce need to be
brushed upj

Have you planned the arrangements of
your cut-outsg

Are the appliques arranged in the
order of their presentation;

Have you got the Schems ready;
Do all the pieces stick ony and

Are letters and figures clearly readabls.
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CHAPTER

04
FLIP BOARD

. Introduction

01 You have been using the chalk-boatd afd

flannelgrapha in your teashing assignments. You
might also have used the other display aids o0.,9.,
Bulletin Boards etc, Thers is yet another teaching aid
which you could also use with advantage and that is,
the Flip Board.

02 Just have 2 look at the terminolugy = flip board

or the flip chart. Flip board hare meana the total
aid which also includes the charts. A collection of
pre~propared chzrts on large-size pepers, clipped
together on the top to a display boapd, cen be called
the flip bosrd'. It le not essential that the charts
are pre-prepared. These sheets can be plain sheets on
which yoy just urite as you do on your note book or on
your skotch book.In genersl torme, it js a large~size
sketeh book, which you yse in the elasarqom.

Composition of a Flig goard

03 The flip board congists of the follouing:

- A supparting board

Seyeral large~sizic plain peper sheots

few fly-screwe

strip of wood _

stand for holding the supportipg board

few markers, magic ink tybes o2 colour chalks
pointer or a scale

few 'R' clips,

[ B I |

PrRrDRP>

04 A detailed description of these items follous.

Using the Flip Charts

a5 Each chart is to be flipped ocyepr after yse. One
chart will discuss ome point amd to discuss the

pext point, you will have to tuen the first one over and

use the next one. Remember that yoyr cgharts are

arranged in a pre-determinegd ordar agd fastened togethar

on the top,. .
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Description

1

S.

A piece of wood. About 1% inches wide, 4 inch thick and
its length to be slightly longer than the width of the
suppoerting board. The atrip should be properly polished.

The strip should have two holes, The distance in betwgen
the two holes should be 1 ft., There should be two holss
in the supporting bosard as well, The holes on the strip
and on the supporting board should bs at proper places
and with equal distance. Two flyescrews about 1% inches
logng should be used to hold the paper in between the
strip and the supporting board. The screws should be able
to pass through ths supporting board, papers and the
strip., Better used BRASS screws to save from rusting.

Supporting Board. Preferably of teak wood, about # inch
thick, properly polished. Size to bes about 4 ft high and
3 ft broad. One side can be given & paint of black/grey
surfacerto be used as a chalk board, and the other Sldi
can be paintsd white or grey. Thitck = % inch — <o.. .
board can also be used for this supporting board. The
board should have two holes on the top in order tc hold

the paper and the wooden strip (refer 2 above).

About 20 shests of paper can be used at one tims. Paper

can be of any type - mechanical newsprint, white printing
paper, light brown packing paper. Do not use very thin
paper as thes writing ink might damage the paper below.
Avoid using spirit-based inks., Water~based inks are better.

Two pegs will keep tha board in positian., Theas pegs can De
moved upward or downward kegping the height of the teacher
in view.

A thres-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 which 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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Ugse of Spiral Binding

In case you are sure of the seguence of your
charts and in case you have the facility to have
them spitval bound, vyou cam get your charts
bound in this manner. Because of the holes and
the soft wire you will have the facility of
turning over the charts easily.

This, however, becomes a bit expensive
propesition, but once you are sure of the
accuraty and permanance of the subject

it would be good to have them bound in this
fashion.

Mind you! Approach to the subject can be
altered by the teacher and this might

compel him to rearrange the seguence of

the charts, [f the charts are bound
permanently, the rearrangement might

become difficult. 1t is always good to be
flexivble in imparting education and training,
because you are dealing with human beings

and not with machines.




Use of "R" [lips

In case it is not
poasible to have
the holes drilied
or to locate the
fly=acrsws, you
can as well make
uas of the

"R" clips or

Clip Bends which
are avasileble with
hardware shopes

or with the
stationery stores,
1t ia available

in various sajizes
and you should try
to select the
largest one and
prefarably of
stainless steel

or of bress. Iron
clipa become rusty
if not used aoften.

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 ¢an be used
at the top of the
board, as shown in
figure C. It can
hold about one dozen
shaets of paper
together with the
thickness of the
board itself, It is
batter to use at
least two clips at
one time. If the
grip of the clip is
light, then use
three of them in a
rowv.

L=y rae -
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"R" CLIPS ©R
CLIP BENDS
CAN RETAIN THE
FLIPCHARTS
ON THE BOARD,
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Making Flip Charts ;

Sheets of paper proposed
to be used in this cass
should preferably be of the
same 8ize, same thickness
and same colour. This is
essential to bring
uniformity to the aid

and to yive it a proper
professional statusa.

Charts should be drawn

in seguenca, It largely
depends on how you plan to
handle the subject. You
should prepare the charts
in that seguence. Su, the
first chart will be on the
top and then below it

the subseguent ones. And
the last chart will, of
tourse, summarise the
topic which you have just
discussed.

The charts should be done
in a neat manner, They
should Be drawn in dark
inkg, The illustrations
and lettering should be
bold. Avoid using too

. many colours., HAestrict
the colour scheme to two
or thres. It is necessary
to leave some margin on the
top of the sheet, as this
porticn will get covered
up with the woodaen strip.

In case straight lines

and circles are involved

in your illustratiorms, then
better make use of the
drawing board ang instruments.
After all the shests are
prepared, put them together
and bind them with the help
of some string or staples.
Each sheet should be
humbered, s0 that you know
the sequence of the shseets.
Once all the sheets are
ready then they should be
mounted on the supporting
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06 How will you turn the cHait oved? fou eah do i%

by hand if yoli are sd%ricient1y=t§il or by mdking
use of some pointer or foot-rfulerd Reﬁémbef. that thé
shest of paper can be damaged if ydu ftufh 1% dvef with
a pointed pointer. So you will have to be vetry cér&ful
in this regard,

07 Once you start using the flip chart, do not try €o

hurry up with the lesson, You are discussing the
topic and not demonpstrating whet yoy have draun o2
written on the flip shests,

08 Turnmnover charts (or flip charts) arge a good means

of maintaining interest during the coyree of a
training period. The knouledge thet more material is
yet to be pressnted:

-~ Acts as a stimulys to thoyght;
= Helps to retain attemtion;

- Encourages the viswers to anticipate
the next step, thus stimylating and
encouraging audisnce partieipationm,

09 It should be remombered that =mids yhich greats

sudiencs anticipation help people find their oun
answers, and contribute to the beat possible teaching
technique,

Advantages of Using Flip Chag;g

10 Somg of the advantages are giyem belowt

Attracts students' interest
* Keeps a seguence of the topie

* Helps the teacher to presspt his subjeet
in an orderly mamner '

Helps to fix the contents of {ts images
Allous for cguick synthesis of the topis

# Easily constructed = students can also
help
% Easily operated
# fconomical
* QDoes not need electricity or darkenigo of the room
*

Good for explaining a story which
nesde only simple outlimes
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Useful for ona—tima'briafing_which does
not need any elaborate preparations

It is quick, ayvoids dust, mess and time in eraaing
aummarlsutlon ) L
It-haa portability.-~-

_.m_tahions ._,___,

W

%

n

Although the'wsheste are large yat the
writing space tends to be limited;

Prasents some transportation problems;
Dramatic effect is limited;

#% Storing is difficult as curling takes
place due to rolling.
Caytions
%*#% Conceal the top of the chart with a blanmk

=4

i

shest until ready for uses

Turn the sheet over carefully otherwise
it might tear and cause disturbence in the clsass;

Stand on one sids of the Plip-charts while
using them, If you stand in front of the
charts, the audience may not be very happy
with yous

Yhen finished with the talk, rcll up the pages
"topmside out' so that when youw use them next,
the bottom af the sheets will not curl

towards the audience;

Aluays keep some felt pens (markers, magic ink
tubes) ready as they tend to dry up fast - '
s0 check the markers before usej;

Keep the markers with their tops oaj

Draw illustrations in light yellow pencil in
advance if these are to be presentad in the
class -~ this will seve time and also you can
demonstrate a bit of your confidenes to your
audience!
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Symmary

+:49. Flip board is one of the very useful teaehing

-, aids that a teacher can yse. It replaces, to some
~extent, the.slide projector, flannelgreph and the chalk
" poard, It consists of a supportlng beoard, a few plain

- shests, fly screws, strip of wood, R clips, spiral
bipding, a pointer, and a Pew markers, It is very

oconomical and nat much of skill is needed to make and

use them. Although the aid. ii_mqgilyudhwpapar, it can

be preparsd on polythowme sheets as uell or even on
cloth, .
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CHAPTER
LETTERING TECHNIGUES 0s

Introduction

01 In audio=visual materials LETTERS and WORDS play

an important role., They maks the visual lively, bold
and effective., Audio-visual aids, without the use of
appropriate letters, are like a besauytiful lady without
ornaments. lLetters add to the beauty and grace of the
viasuals,

g2 iLetters should be clear and bold and written in

attractive fashion and with appropriate colours.
tetters can be formal or informal, These are also called
free~hand letters and capital letters,

Formel Lettar c:i:]:j

Free=hand letter

frechand Lettering

03 There are many good mechanical lettering methods =hi~t

are both guick and efficient, but there are occasions
when such equipment is not readily avaeilable and when it is
necessary to produce an aid with utmost speed., This alons
is sufficient justification for a time being spent on the
development of an individual technique.

o4 The teols available for freshand lettering may rarge

from simple pens made from strips of bamboo cut toc a
wedge point, to round and bruad-tip lettering pens and the
foelt-pen variety.

05 The technique for using each type of pen is similar,

but the felt psn tip permits the fastest work, A fel?
tip pen with a wadge-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 horizomtal and vertical guidelines

should be draun for all forms of freshand lettering.
Although the vertical lines may not be in the exact place
required for any particular letter, it is in practice much
gasier to draw a truly vertical line if there is ancther
vertical line nearby. Wherever possible, letters should ;
he formed from a series of downstrokes, The letter "S"
for instance, could be drawn by making three downstrokes.
Holding the pen at the angle described will help to give
tho letter character and style.

Cépital and Small Latters

Qv e tend to recognise words by their general shape
as much as by the order of the individual letters.

It is for this reason that a row of capital letiers is mare
difficult to read. than words composed of small (lower case)
lstters like 'those usad in-this paragraph. IF gxtomsive -
and continuous .use is =
© mede of capital {upper case), A Rau_or caDITaL LETTERS

~reading can become tedious. IS MORE DIFFICULT TO READ

" In visual aid work, capitals than words composed of
are more appropriate to : - small {louwer case)

captions and main titles o lettars.

than to long phrases.

g8 The practice of lettering with a felt pen nesd not

be expensive. Newspaper is idwal for this work and,
if an old newspaper is turnsd sc that the columns of print
are horizontal lines insteed of vertical, the edges of
" the columns and lines of print may serve as horizontal

and vertical guidelines. These may be supplemented by pencill

Jinea to give a measure of control over the size of
lettering,.A little time spent in prectice is rewarding,
both in terms of speed and neatmess. For the best results:

*% Uge lightly pencilled horizontal and
vertical guidelines;
*ijhdose a wedge=-shaped felt-tip;

%% Hold the pen with the tip at an
angle of 45 degrees; and

%% Form all letters with a combination
of downstroksas,

~
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09 . flo-master felt-tip pens are admirably suited
for this purpose, and are available in both disposable
and refillable form in many parts of the world.

Stencil tettering

10 Brbsh stencils are the ones whers a stemcil is

usaed 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 guideruls 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. g\jite ‘'wasy to use and is capable of giving

results of a very igh standard.

'11'V'Péh stencils. There are mpany pen stencils systems,

and ong-of the bettEﬂ known is the UNO system. The

special pen uges. Indian ink, and the tubular tip is an
- exact PIt in the pen guide. Again, a variety of sizes

and styles is ‘available: The corresponding pen and
stancil Bach beai a numbeér, and must be used in coordina-
tidn. Cleanlzness of bolh pen. and stencil is an important

aﬁﬁﬁactor, and it hplp;-to malntain a high standard of work.

fislze, Lgxput and Sp&czng""

:12-3 Normal script on a cihialkboard needs to be betueen

"5 and. 6 5 centimeters in height+-No sich rule is

"possible for sterncil and freehand lettering,: for clarity

- first shows mechanical spacing. Exactly the same amount

is dependent on style. The effectlueness of work of any
particular size must be determ;ned by trizl and error.

13 For the purpose of lllustratlng the technigues of
spacing, two exambles cf lettering are givan. The
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of space is allowed betwesn each letter, and in some
instances the space appear to 'be lerger than they

really are, The Becond axample shows the optical spacing,
giving a much better appearance to the work. Wwith only a
minimum of training involving careful observation for a shart
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 fraguent er-ors of spacing which appear even on
many commarcial signs and notices.

Caution

14 Please avoid extremes, This includes tall=thin

or shopt=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
lsttering is not essy for the 2ye to acan. It cam lead to °
misreading and misinterpretationg it is tedious and best
avoided,

tettoring as gn Integral Part of a Visual

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

The lettering should be legible
enough to allow sven the last
LEGIBLE bencher to read them clearly
without undergoing any

optical strain.

| BOLD | Make them thick, bold,
"I straight and vertical.
' Avoid over-crowding and 1
CLEAR t confuaion.

16 Even if a beautiful and most effective illustration

ar a photograph is used in the visual, it would
got ruined if hotch-potch lettering is included in the
visyal 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 typs of visual aid. Thess
could be used for 'lay' posters or 'funny' announcements,
For educational materiel, lt ie always good to use formal
and bold lettering. .
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17 . in the fizst i)lustretion, lettsrs are arranged
‘unevenly acsc maks reading an exercise, while the
B second illustration alluus a clear and gquick teading.
LT wTharefore, do_not CanUaG vaur clients by wsing unsvaonly
s afrahgad letters.

18 Alao avold “amcy lebtlees. If you wish to write 'AT,

- make it A, ‘and not en orpemental A&, T
‘i‘\\ /’/f
L
/o
) f <soid seri? too. They unnecessarily
! i ncheume space and distract

attention.

19  Make your letierg w3 balanced as possible, Its
arms and legs should ke within reascnable frames,
Meke your letters as natuinal as possible.

. e

1

R

el ol ™
s

F

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 lstterimg in a given =
i -spacea If-the lettering are 3" high, the balanced
“thiekness shall be about half~inch and the .totsl width-
of caertain letters such as B8, D, G, R, ete, shall be

2" wide., Certain brnad letters like M and ¥ shall be

24" wide, S | pe

22 The lettering should be firm and properly placed. K
The vertical capital Jsttera should have a 180 degree

‘base and the wupper boundary ' —

line alst should tun '

parallel to the base. tﬁ;
It is always a pleasure N T {:
to look at strafght Lol i ses e T

and firm letters which
are thick endugh to S -
attract the - Com o
attention. B i //

T EIC i-l

1237 If you are actively inuélued"inhgt&phic work and.

. you would like to give your visual. aids.s professional
look, {t is desirable that you must. p:actica ragularly.'~
Study carefully the conatruction of 'letters 2nd you will
learn a great deal. A p o dinis

-
e ———

‘260 The best tip uould‘baita ‘o aa mych f:ae hand uritxag
L. agTpudsibla. Make use of used newspapa:a. ruled papers
and good Harndwriting exercise note bBooks. tise .varlous types
of pens and pencils including the felét-tip pens, Urite
capitals, amall ones slanting ang straight letterss vrite
your own hame, the name’ of yaur. organ&sat;an.and the like.
Kgep the arm relaxed - ﬁc tenaion of any. kind - anyuhera-
25-- Frea-hand letterlng is done ﬁithput the halp and uea
of any mechanical measuremsnt snd devige. Simple
ruler cam be used for drawing base lines, The devices are
the following:

- footeryler

- pair of setwsquares
- paint

- ordinary penecil
- brush

- Crayons

- felt-tip pens

= ink tubes

~ pencil erasar

- 0ld neuwspapers

~ ruled note~books
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26 Free-hand lettering does not, however, mean that you
cape complEtsly’ free to draw or write anything, There
are same restrlctlons, of course. . . R
27 fl:st; draw parallel llnes with penc;l Sec0hdly,
sdetériming the placing of the lettering with a soft
Eancil Thirdly, hold your hand steady as you practise a
elt-tip pen. Fourthly, do not rotate ycur fingers. Move
youraarm jopdysu And them,” start with simple letters and of
»diffefoft-corves, And then, do on and 90 . on. Practice
makes a-man- perfect. : o - -

Hechanical deu_ggs in writing latters_ 

28 As'mentioned elsawhere in the above, some simple
mechanical aids are available for writing letters.
Planograph leiters are cut out stencil guide on plastic
plates. Uraw a-horizontal pencil line on papsr and set the
stencil ghides Fill up the scriber pen with regular Indian
inki~Trace- sach" letter,_space between letters by the eya.
Other:lettering dids ‘are’ Eduﬁas;gﬁ, Une- Stencils, Card
g Matal Cut«nugf, Rap1dugraph, Lstrasat etc. y

Ly _.‘_ LS R Rk S g

Cbnclgs;on

29 Lettering in visuel aids is of great importance. They
add to the grace of the visual aid.-tetters shoolt te

clear, bold, straight and thick enough. Avoid overcrowing

the visual’ with letterlng; Do not write long phrases on

8 u1sual aids, .

30 Ths iast, but fiot’ the ledst, malntaln a propar

fiti distahce bEtiweeh the letters. Use mechanical dlstanﬁe
.wheleunsoded and’ ebsclutely essentlal. You should smploy
the tednnigue of Uptical Distance. And, please, practice
end practice, This will help. .




SUMMARY

RS Bk
31 | LETTERING [ LEGIBLE )
SHOULD BE e . i DS
o L
.o':ii: .
L S CLEAR
| R . i e e T
Q, - . :_.-,-.,-_:!_:-‘v_ - v
P . BAL&NCEDi““ “
e - Y -PROPERLY PLACED . L+m;umugya

32 Letters form an importapt part of "any visusl aid,

.4 . Letters to be used iAW yisualc-aidsishoyld, ‘therefare,
‘be: Legible, Bold, Cledp, Balanced and Prcperly Plaesd,
egd propeyly canserycted- kaeptng in ufeu their
constitytion e.9., 9inglé~-ties three-tier i1otters,
Distc.co betyeen letters should pe properly maintained,
Thers ars two types of dis{aecss 4.§., Methanicel Dlatance
--and the Optical Distagio:’ Letters con be written with the
help of mechagical devices or san be written fres hand.

3. Aetbering 1o 'priheiey’ done by hand.

'~ Do 'po't memsurs an-egqual spaca  Tar pgch-lettoer,
‘Not wll letters sre of wqusl width, The measuring
motnga will leayve too much space bstwueh aome

|\l

= Lettering can be made to fit almost any s{ze of
epace - by extending, cogdensing or spreading.

- Use seript for variety or emphasis aonly.

- Do not run yoyr lettering to the very edge of the
paper, Space is very importsst - maks your
bordey wide anoygh,

- Space bptwaen lines of letteriea, allow oge-
thizd of the holght of a capital letter for the
spage, There should be enocugh spaes betusen
WorPds 80 that they ere not croweded,

~ Avoid monotony, vary sizes of letters also the
width of the lines,



5/ 9=57

.- Lettering that is too wniform wontt sttract
R ‘attention. Lohg phrases in capitals ars dlff;cult to

e raadwMU$a”bé“Itais—andth_§r cagses

- Swords- can’ be. slanted ~ but alant them UP and

- hot anw. Words . Can-be arched tou.
'\. "
?- Orpate: 3tyles of- type shculd ba RYLY. far.
'“ﬁmphasla only._ I I
Ia) U T S o -
N

b

Wb 'f,r"'

- NOot mara bhab*th
e tu e’ used\cn posters or charts.

. PR . P
‘_.'V’. i . r

“-""":"""-----..-......___._ ] e '. o
34 Leﬁﬁrs"“urr:i.—t—'ﬁatw ‘Ehe' charbs atc-. displayed in
: front of you look to be easy 0. bk ‘made. They are
do gpubt, easy. -~ but thenqtry!& First attempt will be
hqé 1pss} iaqond ona wil¥ be an improvement aver the
SPitst: ong and so ch. You will h@ve to devote a lot of
time_on prdcplce. Practice is impartant ahd that is the
seciet. ¥

> . > T T
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SOME EXAMPLES
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(figures 1, 2, 3 stc. represent the direction of the
stroks. Note the downward trend of the stroke. The
felt=tbp pen is used here.)



e
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| CHAPTER
DRAWING SIMPLE FIGURES a6

———

introguction

01 For ell visual aids you cannot obtain ready-made

illustrations or photographs. Even if you are able
to collect them, they may not be relevent to the local
conditions, It would, therefore, be essential that you,
as communicators and tezchers, should be able to drsw
some simple figures to convey your point of vieuw to the
audience. You need not te an artist to draw a complete
picturse, you should, however, bs abls to draw soms
stick-figures stc.

Q2 Simple drawing or stick figurses to represent

people are another means of illustrating ideas.
Thers ars three major fazincs to consider in drawing
atick/simple figures:

[& FROPORTIONS
fact 7 . it
f:;uzzs ° N DISTINGUISHING FEATURES
drawing \\ SUCH AS FACE AND DRESS

\{ BODY MOVEMENTS

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

be followed., With the understanding of the principles, it

is also essentisl that szome practice-work is also dana.

A mare frequent practice wi:ll make you perfect.

as Now let us do some practical work. Even ghough
you are not an artist, after some practice, you
will be able to convert yourself into an artist, who
will be able to communicates the point of view in a proper
fashgon. :

Metarial thet you Need

’05 To begin with you nead the following materials
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a. A plain papers
b, A 50 cent coin _
c. A pencil (or a pen or a felt-tip pen)

06 Proportions in a figure {humam figure, ta begin with)

are very impottant. Follow.ths following practess end
you will understand the importance of proportions in s human
figure. Mind you, the human body is divided proportionately,
and in dreswing human figures, these proportions have to be
maintained.

i. With the help of the 50 cent coin
draw seven c¢irclas, one underne&th
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 arse the basic
proportions of a human figurs.

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

~ ths shoulders come et point 2,

- the bend in the elbow at point 3,
- the hands ahd hips at point &,

- 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 marrouer
gshouldseryg and wider hips so you
will make some adjustments,

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

Ve Once you feel you can draw these
figures in the correct proportions,
work to pick up spead. You may want
to eliminate the middle lins
extending from the head to the hips.
You also will develop your own atylse
for hande and feet. Meke these as
simple as possible. Do not try to show
the details in fingers, nails, and
thumbs. Try to keep the figure
details~frae,
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FEMALE

MALE
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vi, Now go back and add_fha finighing
touches to make your figures
more realistic such as:

hair, ears, hsadcovering

pants and shirts (for males)

drtess or skirt and blause (for females)
arase centrs lines and fill in with
colours appropriate to your area.

07 What do you get now - a prcﬁarly propertiongd human
figure -« ong male and the other e female figure.
Please try this exercise f%ua timps. You will notice that
you will be sble to work without the use of circles. If
you kedp it up, you wil}l pick up speed as well. Then try
one femals figure on a piece of paper and a mele flgure

on another piece of papar.

88  Anbtheb efPort + but this time you enlsarge ths

figure, say twice the size. And also add some major
details in handa, feet, face, hair-style, eyes, ears and
S0 on, After some efforts you will be shle to drew =&
complete figure without any extra effort,

Geution

(1}°] One point of caution: 0o NOT keep you hand and

fingers in a tense situation. Allow them to move
froely., If you are stiff, the lines would be distorted
and you are likely to smudge the paper. No tension, pleass,

facial Expresaions in Simple Human Fiqures

10 UWhat we have studisd so far wes the proportionate
break=yp of a human figure - male end femele. Besidesa,
the main proportions of the body, there are proportions
in each part of the body of a human being. Are the eyes .
biggax than the nose, or ths ears? Do the hair cover the ™.
entire head or only some part of it? Is the nose '
positioned above the sye~line? So when we are trying to
fill up the face of a simple human figurss, we should
take note of the location of various ports end their
proportions,

Materials that you Need

11 -~ plain paper

pencil

eraser

colouyred felt-tip pen
one B0 cent coin.
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12 Expressions ih human flgures are very important.

1¢ a human~Plgure dods'not hava the sppropriste facial
expression, the maessege sought to be communicated can be
distorted, It is, therefore, essential that you should lear
to -pract eakthese dxpresaians ~ and orce again = blease
noge pzaﬁtice makea a man perfect. Ahcther point which
should he' kept in. mind is = keep: your figures detells-
free. THesd are simple figures and, therefore, no details
would de dxttsmely aasentials The figures must be sble

..to _convey the message - as simple and effectively as

Sy

: faqial expreaslons.

possible, ... \ gﬁ;

e
g

1

13 Now let us do some more practical work. This tims
it would be on: undarstanding and’ dsveloping huim

Peur Ao )
f.' - At tha §pg’qf'§bur papet,
.. quickly draw d“serise of _
“‘ovals op.circlgss You . . | S
" mdy use the 50 cent coin,

if you like,’ But it is
advisable nct’ ‘to yse- 1t.ﬁ
Do not wor:y about being :
precise. Draw them big and y o
bold. About four or five | S e

[y

n

[ T,

circles wauld be enough
to bggin.@;th.

ii. Expressions of the face e
change with ths shape ]
or.the eyes and the 3
positioning of the pupzla. }

Dreaw eyss in the -
----- .. circle and make pupils
in differemt. -positions

£~ "™ in the eyes. Of colrse,
N /f _you know whére about
Co Sy would the eyes be and
foW thes possiblg. placament of, :

S ~ the pupilsl ; . R L

iii. Draw,anothar“aefias of A -
...gircles in the next limej
RN Expressions can also be’

" wne. . - the faced in this Hext

"B YA eyelids. Dreu eyelids, |

W changed by the pcsition
=y ©Of the eysbrows and ’

t

| LA eyebrows and pupils 1n,w

line. Experimqﬂt with ,
trying to show /

H i ot e A= -t ey

‘different emotions, Y
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iv. Now draw the third line

of circles. The mouth

is another facial feature
vhich gives 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
syebrows. What do you find
now? Are they not

communicatifig. somathing?
Surely, thsy are in-
comnunication with youl,
i AT AL EC NI
Ve Now you havs mastered the. baseic steps in drawing
rsimple Facss.zYou will now .wish ta begin adding
_ :yaur owh toucheé.*Select a few of the faces you
! - have Just completed and go back and add a few
; other characteristibs - hair, perhaps & hat, or
e "~ gome  other featurés mhicq i's common or would be
gasily identified by the people you work with.
Add colours now,’ FOD hair, eyes, mouth, head-
covetings etec., and otbera.

14 Whet is your impr9331on‘nf thesa exercises? You have

' drawn a human figure accordzng'to the proportions, you
hauvs drgwn the figure of a rmale and that of a female, you
‘have drgwn the face, you have fillad ‘the -face with eyss,
.mouth apd others. You have in other words, with the help
af theqe simple methods been abls to complets figures
of a hyman face. Keep it up, practice a littls more and
age th§ results that you obtain!
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Symesry

15 In the preparation of simple bisual efds, it is

necessary that some simples illustrations end figures
sre also included. Keep the figureé simple and detaile-
free, They have to be meaningful afd they should be able
to communicate with the people,

46 1o drawing simple human figurds take mote of the
proportions of the human body, distinguishing foatures

- such as fate and dress and the movememts of the body. In order

to draw these siiiple figures you have to follow some

simple rules. You have also tc practies these rules if

you would like toc make use of simple figures in your

simple visual aids.
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(oood
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Combining Technique of simple stick-figures

These figures appear slsewhere in this handout.
With 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 s question
of imesgination. The figure seeted on the stone
has been reversed while the stsnding figure has
been drawn very closs to the ssated figurs. It
is a fun mixing up pictures...


















 8/23-84

i ON7 4
* AR b G
l;i{'%”q(u,
i ;-‘_,_,/_._/-‘—/-\ )




f c4=085

i
5
| =8 ]

e

i

rn-”""'“...,‘!'"ﬁ""'“aﬂ []r\J"'lj




b/ £b=tb6

——

i

AR !
=
F’f“1




6/26-87




6/27-88




7/1-B9

CHAPTER
POSTERS, CHARTS AND GRAPHS 07

Introduction

o1 These visual aids = charts, posters and graphs -
play a significant role in communicating with psople.
With the help of thess aids, teachers can emphasise on
ths growth rate, rate ofprogress, comparative analysgis
and future projections. They ars very simple to be made.

Posters

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

pester can stand on its cuwn and communicate its messeage

seffectively without assistance from any extermal source.

03 It 1s for this reason that nesrly 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
ie not gttractive or the message neither memorable nor
capable of quick agssimilation, the point is lost.

04 ccasions may arise when it is adventageous to

present & series of posters with a common thems,
Posters presented in this way should also possess a common
feature, a visual point instantly recognisable, to connect
with material previcusly 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 canditions, posters may act as frequent reminders and
persuaders,

95 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 nsw idea.






C
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;mgortan£ Pcintg to ‘Remember dn Posters el

D6 The following important pointe should be kept
in view while producing posters.
i. Posters must make a positivefappruach,-
for inatance, -1SHOP CDDP' -

i{., The content of a poater mgst be:limited.
It must.achieve a 1ot in a° ‘short timo.
One point only and: that too should be
clearly made. , 3

B P
iii. The maasagé nay:. be ‘Conveyed in bnld o
latters, with an f{llustration to rainfe&ce
and -make the idea memorable, especially
for illiterates or neoliterates,

ive A short catchy phrase may help. Use may

T . be made of alliteratiom or rhyme.

Ve - Message and illustration must be clpar, .
enough’ to be read at the required B R ]
distafice: style and size of both 1ettaring

and illustration ard important.

Teaching Cha;fa";’ A L ?;;Ewt?

Fags

07 Cooperative training offers working under adverse
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. utilised

when conditions do not permit the use- ‘of more -

sophisticated media. b

08 A teﬁching chart is esaentially an aiﬂ~tb ‘Pormal
eduycation, althobgh it may. :also be uaed to create

talking points and atimulata discusaion in cdoperative

meetings., .

[13°) Teachxhg charts can be a seriés of charts one
linking with the other. The series must presant

a full lesaon and cover one point in greater detail.

10 The size of lettaring used is 1mportant. The

“4 wreiting should be visible from“the back of the

classroom, As this is largely a question of style,

experiments must. be tried, and the clarity.of such work

assesssd under actual working conditxnns, and then any

modifications made,
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What Teaching_Charts Can Do?

1" The following are the things which Teaching Charts
" gan dos

* Save time spent on preparing elaborate
and repetitive talkboard works
4 L AT EENURIEA
¥ Make botter use of colour and contrast -
2 than is possible uith the chalkbnard*-ﬂ T S

# form an aid to the accurata presentatlcn
of: materials ? s : e i

* Parmit the use of mounted pictures cut
' fram magazines or neuspapers;

* B0 used in conjunction witH;;he chalkboard,

Wall Charts

12 wallcharts have some: SpEClal aduantages but, as they
ggsentially are for follow=up use in:informal

sessions, they cannot be really effectiuely Usad outside

these limita.li'

13 In composition, a wallchart may -be Likaned tq a

wall newspaper. The content is:very much greater
than. that of elther poster or a teaching chart., It may presant
more pictures on.a much smaller scale, and smaller taxt
requiring clogser study.

Features of Wallcharts

STk

Attraction

A walléhart needs a feature to atir;ct the eye,
to draw the attantion of the ui-uer towards {t.
This result may be obtained by°

- Uaing a Strlklng titles

- Using a bold lllustratlon, somewhat iargar
than the ,other ‘illustrations; o o

= Careful use of a striking colour.

1A mallchart shauld have an aim and a. conclusion. If these
- &te abssnt, it cannot teach anything. Doy

Re Ql noo. o ) e
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Types of Wallcharts

14 They can be grouped under the followimg broad
headings:

R
WALLCHARTS |

FLOW CHARTS

STORYTELLING CHARTS

iin % FACTUAL CHARTS

!

Yool ’ o ETY

| COMPARATIVE CHARTS v~ e

Presentation Techtique PR
Prosentation Techhigue . .

15 Wallcharts serve a Spec1fic purpuaa. Théy are not
mere exhibition panels. The following pointa should,
therefore, be kept in u19m mh%le using tham*

&ne ]

* 0B not leavd: wallcharts (or postars)
on display for too, 1ong a period. They
4id ek Yy! loaaftheir effectiueness,

* Limit ghe amount of material on a chart.
and do hot present too much at once. A~ ST -
maximum of ssvan. dist;ncg items ;s a v
useful rule ta follows

* Eliminate unnhecessary dete:ls. Obsdruatinn;“;;;*_
ysUBast when the. gffort inuolued in
. cﬁﬁpréhen81cn is least, Rt T

P ERES . - A

aééasamenfiof'ma;lchartsw BT

16  Wallcharts should be striking, strictly relsvant

to the situation, with their salient pbints easgy
to remember, The more information presented ‘at one time,:
the less likely is it to be memorable. It 18 of value
to pose some questions as an aid to the adhessment of
wallcharis. Thase could be:

+ .



7/5-93

{(?) Does the wallchart attract attentiong

(?) Is the message clearj

IR 2ny?

(2),1s the message. presgnted in.a persuaslue ar
and stlmulatlng mannear; e

(?) Is the message within the comprehanéédn
of the viswersg AR

(?) Is the sequence of presentation logiecal;
(?7) Ir the chart is to be used for teaching
purposes, is it- u;sibl@ From the maximum

vigwing distance.

Making}Posters and Cha%ts

17 Indiv;dual preferences for squipment and methods can

only be detegmmnéhiby”bractxcal experience and the
which can serve as a guide to the splection of/spmes- 1"
besic equipment:

2

Jarn grn LSS TR PO T oo Iai
LooderesBrawing 1boat g and T squarse, if¢pmsslbla Teum
- Soft grade ofspentids waly np oo o el
=~ Ruler
- Eraser ~v. ¢ . adardniies gl £

= Steep pens.ierifeli=tip pens

- Coloured inksvfor use withipens

- Lettering guides and stencils of uarious sizes
- Poster colour-and brusheg i m:

- Variety of coloured paper;-plain bold colours
- Supplycofswhite cartridge: paper. - -

- Plain brown papsr andigrey:-8ugap papar

- Rubber or other adhegives

~ - Tuba~s of qulck-drylng edhesiue e

Paste-up method

18 The paste-up method is a simple.way.of produekng: .

a wallchart., A selection of prepared illustrative
and textusl matter is systematically arrariged on a ’
contrasting inexpensive background paper. The indfvidual
.items ars then mounted with adhesive, The main adwantage
of this system is that lettering, illustrationscamd captions
can be produced independesntly, trimmed, if necesgary,
and a trial layout made to determine. the best -drrangement,
Rubber or latex~based adhesives are clear, clean snd
guick 1n use and any surplus adhesive could be sasily
rubbed out., Items may alsc be spotted on at sach corner
with small dots of quick-drying tuba glue. They may be
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quickly and accurately pecsitioned if light peneil
location marks have first bsen made on the background

paper,
19 Charts prepared inm this way should never be rolled,
and al} 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,

ayou

20 when planning, work to a Seheme, The word ACT
can form a useful reminder:

‘A «AIM |{Determine the concepts and
e ideas to be taught '

C ~CHOICE(|Select the necessary materiel

T ~TRIAL ||Sketch br errange a trisl layout

Relstionehips

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

e B
'w_..._

= Shape and colour may indicate- relationship N
- Linea-and-arrows mav also ba'uééd

- A coloured ‘background may lay emphasia
~~8n ong picture : S

- Formal- and informal layouts may
au1t differont top;ca.

Colour Se;ection

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 mot introduce
__without caraful considarat;on more arcas of plain colour
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AN EXAMPLE OF DRGANISATIONAL CHART

Showing relationship .in.an organisation and

the line of

authority .

[ I N F

[

GE

NERAL 30DY OF THE COOPERATIVE SOCIETY

|

]

Board of Auditors

L — | \
' Board of Directors

l

Executive Committee

N P PP ] o v g
¢ : AT M

: GENERAL - |-
v MANAGER. - | < -

R— - U Areier ALY mee— e A T T 1 ragts S - she e |

2

[ .:ggﬁe%$wmmﬁ‘

MANAGER .
{5alss)

 MANAGER "} 'MANAGER

MANAGER , N |
“(Finance) | | (barehouse)

(Sécurity)

:"‘

Tl B Y

Securityun: _
Staff

Warehouse-I . warehougsge=-I1

Retai

1 outlets spread over the area of operatich

" ' :

bey s R TT .

Tii-

B

et b el e s -
Ty a— T S . -
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DEMOCRATIC PROCESS IN
A COOPERATIVE SOCIETY

,/  PRESIDENT

MANAGING COMMITTEE OTHER COMMITEES

REPRESENTATIVE BOARD OF DIRECTORS

VOTE

N

GENERAIL MEMBERSHIP
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AN EXAMPLE OF A FLOW CHART

Shgwing the flow of finances and services

MEMBERS! ADMISSION
DEPOSITS FEE

VY

COOPERATIVE SOCIETY

SHARE
CARPITAL

./
M

=SERVICES=-

_ . /// .
CREDIT V BANKING
| FERTILIZER  LMPLEMENTS

SEEDS
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COMMUNICATION : TARGET GR0UPS

K T TN N = — A
L - V] e %

PERSON TQ PLRSON COMMUNICATTION

Extension Worker Audience

COMMUNICATION WITH AND WITHIN THE GRCUPS

a -
0 0O -
L r=411|7;\1

WITHIN THE GROUP WITH THE GROUP

—

|
O

COMMUNTCATTION
WITH
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AN EXAMPLE OF
USING
MULTI-LINE GRAPH

PERFORMANCE OF A Lorry No.C1 Hrt
TRANSPORT DEPARTMENT Lorry No,G2

OfF AN M.P,C.S. Lorey N2, 03 ———————
= One Weesk Performance I

t

Milen :

120 =4

110 L f

|
100 4 1 f &

80 e

30 <gm

20 =

MON TUE WED THU FRI SAT SUN
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AN EXAMPLE OF LINE GRAPH

Showing production over a pericd of time
{comparative)

kg.
1300 -4+

1200 o

1100 4

1000 g

N g

800 1~

700 4

B00 —

400 iy

300 A

200 4+

100 -~

é

U { ] d 1 b iy 'l ¥ n 5 ' b 1 L

1960-61 62 63 64 65 66 67 68 69 70 T 72 73 T4







7/13=101

PROICCT FOR TRAINING OF
COORERATIVE TLACHIRS IN SRI LANKA
455 Galle Road, Colombo=-3

AN EXAMPLE OF A BAR GRAPH

e ——————pp—

1020

960 L. D SRS S FALLU
; B50

BOO - e e ; 2780

200} e g

. . [ f ;
600 , 580, ot

500 — 1_.-
: |
il fJ U —t e e T J—

|
300 34— J{- _—

1967 68 69 70 71 72 13 74 75 76 17 1978

Price of 10gma of gold. Varistions sn price cver the ysars.

During the past 10-12 years the price of gold had been constantly
risirg. The yellow metal has now gone out af the reach of ordinary
titizens, In 1975 the price was Rs.i020 per 10gm, and in 1978 it
was Rs.900. The lowsst was Rs.B5 in 1967, ang then it started going
up. It was Rs,120 in 1968, Rs,.200 in 1969, Hs.500 in 1970, As=,.5B80
in 1971, It came down to Rs.520 in 1972, and then leapsd upwards -
Rs.000 in 1973, Rs,.680 in 1974 and 1975 was the worst ~ Re.1020 per
gm., 1t came down to Re.B5C in 1976, Rs,780 in 1977 only to go up

to Rs,500 in 1978, We are still not sure what will be the snd.

The highest price recorded was perhaps due to some breakdown in

the international world market.
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AVGNAS
X
B oy
m m AYQdNIYS
-+ R
GE T xwared
e
— —
I e - -
= AVASHNOHL
AYASINUEM
= AYdSHNL
__ AYANOW

AN EXAMPLE OF

USTNG A BAR GRAPE

30
25
0
5
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Q
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AN EXAMPLE OF A CIRCULAR GRAPH (FACTUAL GR&PH)I

Showing distribution of money (profits etc,)

Item 4

Item S

{The total circle could be the totsl amount, and the
ssgments represent the allocations.)



¢
B
{ T e, H TR I .
\\
‘\\
J‘" |
An "t
‘ N
g s
! |
: !I
7
.\. r
A
Bl
_M/
\Y
A\ L
: __4‘/
e
Ml )
) /
RSN
-
- -{
-[//
! ./.l‘
-
‘,.f"
. y
-
o B
’ : R . . . il :- i
co:mg ratad as: o . . N
- e e
4 A e . . . EEEE T AR
o BT )

R F1H

R



7/17-105

P e

USE OF COLOURS IN GRAPHICS

e e e e ——

Pure Green

Yellow Green

Pure Yellow

Blue
Green

AN
7

Yellow
Orange

Orange

Red
Orange

Pure
Blue

Purple

Red
Purple

Pure Red

e .~ ]

There is magic in the use 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 is;
"KEEP IT SIMPLE",

WM
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I Layout

=T

Z Layout
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Informal Layout

Informal Layout

1
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Informal Layout

.
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‘ CHAPTER
EXPERIMENTS IN VISUALISATION o8

p— s - -
Introduction

01 The role of graphic aids and prolected ajids in
edycation and training cannot be overemphasised.
The graphic and projected aids, or commenly called the
audio-visual aids, help the teacher in establishing &
better communication with his aydienca. The eaudio=
visual aide also help the teachear in holding the
attention of his audience. The importance of using
sudio=visual aids in couperative education and
treining, community development work, extension, adult
wducation ste. is further highlighted vhen the teacher
or the extenaion worker has to encounter a hetrogenous
group or & group uwhich is not properly educated. In
such situations, the tescher has to rely on some simple
graphic sketches and illustrations. It is in this
econtext that the present chapter has bsen prepared.

Every individual is an Artist

02 Every individual is an artist, The talesst ia

inborn and wery few peopls sare sble to exploit
the hidden talent. Each one ca® draw some picturae,
sketch some illustration or produce somse fine
characters. Some people can write boautiful letters
(A, B, C, G, Z Btc.) but they may not be mble to draw
some figures - human figures or snimal figures. If some
guidance and training is given to such persons, maybs
we would be able to develop a combination of the two
arts in one person and then make him deaign gocd
posters, charts, or soms pamphlets.

03 We do not stress on giving a long-term training
courses in drawing, human figures or ather
technical matters. We do not have the time and resources
to offer such training programmes to our cooperative
trainers and cooperative sxtension workers,., YWe can
only give them some general ideas so that they could
develop these ldeas further and communicats their ideas
to their audience, In such a situatiom training material
like the EXPERIMENTS IN VISUALISATION would coms handy.
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Vigdalisation

04 8y visualisation we mean to preduce some visusl
symbols from the textual communication. With this

process we make our own job less complicated. By using

ons symbol or visual we can get rid of using 1000 words.

Remember the old saying 'One Picture is Worth 1000 words?®,

So why use 1000 words and why not use one single

photograph or & simple picture or illustration! Then

what should a picture bé like? Should it be detailed

and compligated? No., We spsak here of simple

fllustrations and simple pictures and simple visuals;

Human figure should not mecesserily have all the

wrinkles on the face, or the eyelashes and other

finer details, The illustration should be such as to

give an impresasicn of a human being «~ a man or a

woman or a child. Just have a look at the fellowing

pages and you will understand what us are trying to

E-2- 3 I

08 Each line has a measning. Each curve means some-
thing. Each dot cohveys gomsthing. 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 theae!

06 Small illugtrations meanm so many things. The
examples given here can be used in seyeral contexts,

Study them, Copy them. Enlarge them. Change them and play

with them. You do not have to have an slaborate squipment

oy sophisticeted machines amd materials, All that you

nead is a pencil, an eraser, a foot-ruler and a -

few biank sheets. When you have some free time, you

can make use of this material and keep yourself busy.

07 Do not pleass gather ths impression that this
materiel is only to keep you busy,., It is yseful

profeasionally as well. Aa part of the training pro-

grammes you will be exposed to several sityations

involving construction of visual aids snd thelr use,

This materjal will give you a good understanding of uaing.

lines, curves, small illustrations, human figures etc.

So have a careful look at the following pages.
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EXPERIMENTS IN VISUALISATION

Downward fetwesn O
Inside Into
within O I ’O
On Under
Upon Below
Over
Above Across
~Q

Urure \\\ ,l‘/ Alon bbbl

. i g

LY J

\j
From A
Away From —) Upward
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Square Form

This shows the equality of
interast, sense of conformity

L Shape

This means opposition of . interests,
Guru standing and the disciple
touching the fest

Triengle Shape

Meana unity of intsrests

Circle Shape

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

5 Shape

An indication of grace, beauty,
love, affiminacy

Cross Shape

This indicates the merger of
intereate, etc, '
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u ——

’

R~
8/ S={114)

Straightlines

They indicate directness,
rigidity, firmnease

v

rurved Lines

They give grace, bsauty, faminity,
saf tness, smoothness,
tendarnese

¢ —————— R s A1 370 -

()

Horizontal Lines

Thay 1ndleati'rlst,
repoas, laziness, infirmity

U | R

Yartical Lines

They mean aspiration, determsination,
challenge, confidencs, sanhood,
Chigh thinking

grcoxen Lines

They mean indicision, weakness,
fickle=mindedness, trend breaksrs

P S S U S A S Sl

ODiagonal Linea

They reprssent force,
action, sdvancesment, progress
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EXPERIBENTS IN VISUALISATION

Burning Lemp

A zrabnal of educetion, wisdom
anilightenment, knowledge

Gurning Cigarette with a cross

AR symbol of NO SMOKING AREA

Surning Torch

A symbol of School, educational
Institution

Oaghab

A symbol of Buddhist Temple

Skull with two c¢rosssd bones

A symbol of danger, warning,
cauvtion

Cross painted in red

A esymbol of Hospital, nursing
home, Red Cross Society
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EXPERIMENTS IN VISUALISATION

A slignily sianted hwman Flgure
bara couze the impreaxsion of =
wan gtanding against a traas.

Artoung

A dotted circle drawn sround the
tree with e human figure running
closeby gives the impression of
the man running sround the tree.

-

[~

R i e A TEGCTT R e

Inelde

The human flgure hare sasme

to be inside tha box. By placing
one of hie legs slightly outside
the box gives the impression that
he is trying to get out.

T

Onto

Here the human figure appsars
to be getting on to the
truck.

Within

Only the head and the lsQs are
shown which gives the imprsssion
that the man is within the pipe
and that he is trying to get out
of it. T

Juap

Hers the man is Jjumping inte the
svimming pool from the spring
board.
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Blowing

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

Hot

A piece of cloth in the hand

and the rays of the sun give the
impression of it being very warm,
The man is spparently perspiring.

A7,
LY —
- —

Under

The man is under a shady tres.

The very placemsnt of the human
figure under the trees give the

fealing of freshnesa end peace

and comfort.

Insjide

Here the man appesrs to be
right inaide the box. Apperently
he is standing inside the box.

Fire

Three big logs and s flame
give the impresaion of the fire
and ths heaat thqt it radiates.

Sweep

Broomatick in the hands of a
woman, The figurs gives ths
impression of a busy housswife.

——




Under

The boy is hiding under s tsble.
No particular detaila af the
table are ahown, but the mesasage
is understood even by making use
of very simple figures and lines.

AN

Together

The girl together with her
mother are going out together.

. They . are not .sepsrate, They
appesar to be togsther if a proper
distance betwsen the two persons
is maintained.

Close by

The girl ie standing close
to ths fence tower, She is
not too far,

Jver to you

Tha ball is bounced back to
anothe; POLSON.

-

Nesar

The boy is standing very nesr
to the tree. He is neither
too far nor too close. He is
Just near the tree.

Over

The boy is trying to jump over
the fence.
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a/w-l

A simple human figure.
Probably standing and
thinking!

Now lying down., Perhaps taking
some rest, WATCH DUT! It ias
the same figure as above.

Now he is sitting.,

A small blanket has besn

pulled over his body. Apparently
the man is tired &nd is row
sleeping.

Going out for & walk, perhaps.
1t is a brisk walk, not a usual
walk. Watch his hands and

legs, Taking big paces!

And now in the play ground.
He is happy now with his
footbell. A smart kick has
sent the ball high apinning!
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Human figures can alsoc be
drawn in this fashion.

T

The man is trying to push
a stons uphill. Surely
it is an Uphill Taak!

A family of stick figures.
The father, mother and the
two children -~ ell in a row!

Point No. One
First!l

Now polnt No. Thraee

Thirdly!1

And then point No. Four,

Fourthly!!

N || (==
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A very simple figure to
demonstrate the flow of
water from the tasp to the
glass,

COOPERATION
8ROTHERHOQD

~ A symbol of friendship
and Cooperation!

MEMBERSHIP
UNITY

Men and women of any caste,
creaedy religion and belief
become members of cooperatives.

DEMOCRACY

Man and women &njoy  -the

right to vote, They elect
their own managing committees.
- and other bodiss to run their
cooperative stores.

MANAGEMENT

The manager discusses a point
with his staff member. ’

SALESMANSHIP/BUSINESS

The salesmanship is tramsacting
a business with a woman
member of a cooperative store.
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This is how a small cooperative
society looks like in a rural ares.
This picture is a representative

of Multipurpose cooperetive
socletien!

The chicken and
the aggs.

A rural scene., Electric wirea
dominate the horizon of
a rural setting.

A typical cluster of

huts in rural Thailand!
Rural cooperatives ere &lso
housed in such houseas.

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

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

A big heap of money -~
currency notes

and coins, Also a pag full
of small change.
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Producers bring their produce
to the collection centre of a
cooperative society.

The byelaws of a cooparative
society. The book can also bhe
called: book of rules; book
of procedures; ledger, paas
book.

x

Gumny bags full of rice ready
for tranaportation. You can
put anythlng in these bags - .
maize, owffoe sapda, spices,
rice=-f1lolr, wleat or even
fertilizer.,

';\.i . M’“

A eluster of small huts in

a Central Indian villaga,

They are not too different
from other rural huts in other
countries!

A tralning packagei A aet of
flash=cards ready for use

st a meeting, After the uss these
cardes can be repacked in the box.

v

Together we Prosper.
Inter~-cooperative cooperation.
Cooperatives elsc can get
together and form their own
associations and stand together
on a common platform.
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by Doaba House, New Delhi,

INNOVATIONS IN TEACHING LEARNING PROCESS. Chauhan,
Published by Vikas Publishers, New Delhi.

GRAPHIC COMMUNICATION. Brouman. Published by John
Wiley and Sons, New York.

TEACHING AND TRAINING : A HANDBOOK FOR INSTRUCTORS.
H.A,Mills. E.L.B.5, and McMillan fress, London,

EDUCATIONAL PSYCHOLOGY. Pintner. Published by 8arnes
and Noble Books, New York.

EOUCATION AND EDUCATION OF THE TEACHERS. Petera,
Published by Barnes and Noble Books, New York,

IN THE WONDERLAND OF INDIAN MANAGERS. Prabhu. Published
by Vikas Publishing House, New Delhi.

THE MODERN PRACTICE OF ADULT EDUCATION. malCnlh Knoules.
Published by Association Press, New York.

THE MANAGEMENT OF LEARNING. Ivor K. Dauies. Published
by MeGraw-Mill, London.

In addition- te tha above, saversl-pampklets and brochures
on Training Aids, Training Methods etc., are also idsyed
by several organisations. Some of the more promiment dra:

BRITISH COUNCIL'S AUDIO-VISUAL AIDS CENTRE, Yavietock
House, Tavietock Sguare, London,

INTERNATIONAL LABOUR ORGANISATION'S TRAINING CENTRE,
via Uentimiglia 201, Turin, Italy,

INTERNATI ONAL COOPERATIVE ALLIANCE'S (CEMQS) COOPERATIVE
EDUCATIONAL MATERIAL ADVISORY SERVICE, London, New
Dalhi and Moshi.

INTERNATIONAL LABOUR ORGANISATION'S MATCOM PROJECT,
Vienna Intsrnational Centre, P.0. Box 530,
A~1400 Vienna (Austria).
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CHARTER
HOW 7O USE THE HANDBOOK 10

This chapter is for the use of teachers and communicators
who will organise training programmes for trainers, The
training programme could bs termed as ‘Use and Production
of Simple Teaching Meaterial in Cooperatiue Training and
Education'.

Duration of the progremme: Approximately 2 weeks
{10 working days)

Number of participants: Approximately 15~20 persons
suggested time-table:

The Handbook consists of 10 chapters, These are:

01 Communicetion Process and Communication Media
02 Chalkboard Utilisation

03 Fflannelgrzph

04 Flipboard

05 Lettering Techniques

06 Drawing Simple Figures

07 Posters, Charts and Graphs

08 Experiments im Visualisation

09 A Salect Bibliography

10 How to Use this Handbook.

These chapters can be discussed in the workshop
in the following manner:

First day (Monday) Introduction to Communication
Process and ths media,

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

Practice en the yse of Chelkboard
(Illustrating the good points
and pointing out to cautions)

(Afterncon) Introduction to Flannelgraph,
its construction and
Utilisation. '

Practice on the Use of Flannelgraph
(Illustrating the good points
and pointing out to cautions)






Third day (Wednesday)
{Morning)

(Afternoon)
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Introduction to Lettering

Techniqued

(Illustrating how to writs
letters, demonstratiom and
utilisation)

Assignment to participants

"to write (8) the English

" letters A=2, 3" high end

Fourth day (Thuraday)
(Morning) ~

{Afterngon) -

Fifth day (Friday)
{thorning) '

(Moraing) contd

“(ﬂfternoon)

2% uide and &' thick;
(b)) the Sinhala/Tamil

letteps = about 15 letiers -

of the samep dimsnaions as
© {n ¢agse of English letters,

Lettaring assignmemt to be
contimued amd discussions on
results comeluded before

the end of Morming session,

Drawing Simple Figures,
introduction and illustratioms.,

Assignment to partielpants

to meke 10 simple illustrations
Qf varjous kinmnds of figures.
(The pasrticipants could continmue
to carry on with their
assignmegts in the evening

so that they could be briefly
discussed next merning)

Discussion on Lettering
Techniques agsignments for
about one hour.,

Posters, Charts and Graphs,
Introdyction ang illystrations.

Assignmogt to participants

" to make (&) one poster,

(b) oge chart, and (c) onse
graphi

The agsignment could continue
over Saturday and Sunday, so
that the material produced
could be disgussed gm

Mgnday mor'ing.

The aasignments could be of
free choice, but the teacher
can give broad guidelinas.



Sixth dey (Saturday}
Seventh day (éundaY)

Eighth day {(Monday)
(Norning)

' (Mebning). conte

»F

,L”(qﬁgéfnggn)

Ninth day (Tiesday)
Tenﬁh d#? (Wednesduy}
Elsventh day (Thursgay)

”Tuelfth day (Friday)
(ﬂorning) _

(Afternoon)

_ .
Evaluation cf’tﬁp

Programme

i
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ﬂsaignmanta to continue,

b

‘ #féé dayo

Discussicn on assignments on

- Posters, Charts and GBrephs for
‘Bbout 2 hours. The tescher is to
4p01nt out the high points and

“desirables in the work done by
_tha participants.

Experiments in Uisualiaéfion.
This is mainly for practice and

" for further understanding,

The teacher has to give a broad
summary of the: york aqugpy donme
and prepare the participants for

.the forthcoming assignmaents,

. ASSIGNMENTS,

The teacher has térzkplain to
the participants about an sctual
situation on which to construct
the training material using the
media explained earlier. The

i situations could be from their ocwn
-.teaching experiences.

- The participants could be asked to
" prepare a set of training material

using the media discussed earliaer

77 2 all of them or a feuw of them.

Each participants should be
asked to produce at least one
complete set of material,

Aésignment {contd)

Asgignment (contd)

Assignment (contd)

Oisplay of material produced.
Programma Evalyation

Lonclusion of the Programme.

The tesacher can produce an
evaluation proforma or gst
two of the participants to
produce an evaluastion proforma.
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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 partie
cipants before they leave the
venue of the programme.,.

Revision and improvements Based on the experiences

to the Handbook of the teachers and on the
reagtians from the participants,
the teacher can improve
andfor revise the contents
of the Handbook,

Any suggestions and comments

on the contents of the Handbook
should be communicated also

to the Project.

Important

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

Any revision/suggestion to the tontents &f the
Handbook should pleasea be communicated also ta:

The Project Director

COOPERATIVE TEACHERS! TRAINING PROJECT
{National Cooperetive Council of Sri Lanka)
455 Galls Road, Colombo-3. Sri lanka



