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Introduction
School teachers, teacher trainers and development workers know that visual aids help people to learn and reme mber,
but when time is short and resources few, visual aids may seem to be a luxury they cannot afford.
This book shows that you can make visual aids quickly and easily, using low-cost materials, which are simple to find or
improvise, wherever you are in the world. All the techniques described in this book have been adapted and developed
by VSO volunteers and the national colleagues, working in schools and development projects throughout Africa, Asia,
the Caribbean and the Pacific. How to Make and Use Visual Aids draws together know-how and tips from this firsthand experience in situations where resources are limited. The book is designed to be used by teachers, teacher trainers
a development workers from any skill background. How to Make Use Visual Aids can readily be used by people with
little or no experience of making or using visual aids. It can also extend the range and ambition of experienced users by
providing them with ideas, practical tips and new ways of thinking about visual aids.

Why make your own visual aids?
Making your own visual aids has many advantages:
• it is less expensive than buying ready-made visual aids - even if they are available - or employing an artist to make
them
• you can choose visual aids which are directly relevant and appropriate to your local community
• you can design your visual aid specifically to suit your resources your purposes and your students’ or learners’
needs
• planning a visual aid will help you to define your teaching or training objectives and to clarify in your own mind what
it is are trying to communicate · students and adult learners can work with you in planning, designing and making the
visual aids.

How to use this book
How to Make and Use Visual Aids is divided into six chapters:
· Chapter 1: Guidelines for making visual aids covers choosing and planning which visual aid to make, according to the
type of lesson or activity you are involved in. It discusses methods of pre- testing and evaluating the visual aids, and
gives some general advice on preparing for your lesson, extension session or workshop.
· Chapter 2: Re-usable visual aids, which carry information.
These are objects used to carry information. They involve construction rather than design skills and can be used over
and over again, conveying different information each time, such as chalkboards.
· Chapter3:Visual aids, which display information.
These are displays of information which are made more effective by using simple graphic design techniques, such as
posters.
· Chapter 4: Visual aids, which summarise complex information.
These are visual summaries of complex information, such as charts and graphs.
· Chapter 5: Visual aids for activities.
These are visual aids which are part of learning activities, such as masks in role-play.
· Chapter 6: Basic techniques and materials
Describe simple drawing and lettering techniques and gives detailed instructions for making and improvising resources
such as chalk, glue and papier mache.
The visual aids in this book have been grouped in Chapters 2-5 according to their main common characteristics. Each
of these chapters provides practical advice and step-by-step instructions for making visual aids. In each chapter the
visual aids are organised so that the most common aids are described first, and those which are more unusual are given
later. You may like to move on to the more complex ones once you have mastered the basic techniques and increased
your level of skill and confidence.
To decide which visual aid is the most appropriate for your purpose, first read through Chapter 1. Then consult the
contents page and the introductions to Chapters 2-5. Where you need to use basic techniques, these are explained in
Chapter 6.

The section on Useful contacts lists organisations around the world which you can contact for advice, free
material or catalogues.

Make use of local knowledge
You can build on the advice given in this book by finding out about local techniques for making things: ask carpenters,
potters, craft workers and others for help and advice. You may need to ask them to help you to find suitable wood,
clay or other materials or to give you advice if things do not work out as you had planned. Try to use recycled timber,
or wood cut from well-managed woodlands.

Discovery and participatory approaches
This is primarily a practical resource book. The background to discovery methods in education and participatory
approaches in development work is treated only very briefly here.
The ‘chalk and talk’ method of teaching curriculum subjects, where the teacher talks and the students listen, is
gradually being changed to ‘learning by doing’ or discovery methods. In discovery methods, the teacher creates
opportunities for the students to find out knowledge for themselves through, for example, project work, doing
experiments, and so on.
Throughout this book it is assumed that teachers and teacher trainers will involve their students in the making of the
visual aids. In doing this the students will learn and remember more.
In a similar way this book encourages community and development workers to use visual aids as tools to enable
local people to share information, make their own analysis of a situation and plans for action, and take responsibility
for decision-making. This is known as the participatory approach. It aims to involve local people at every stage of the
activity. Participatory approaches, which have a high degree of listening, and learning can involve outsiders handing
over control to local people.
In using participatory approaches, the development worker has to find a balance between learning rapidly and
avoiding bias, on the one hand; and losing precision and standardisation of information that other techniques might
provide, on the other. Many participatory methods use visual aids, which are made by or with members of the
community.

Safety
Knives, saws and other tools can be dangerous if they are not handled properly. Some glues, paints, dyes and other
chemicals may be poisonous. Be sure to use and store them carefully, and keep them out of the reach of children. In
schools, teachers must use their professional judgement in deciding whether children are old enough to use cutting
tools, such as scissors, glues and other substances which are harmful if swallowed, or processes such as boiling
water, which may be dangerous. Teachers will also need to decide upon the level of supervision needed by children
of different ages.
You will see this symbol wherever special care needs to be taken. While all the material in this book has been
carefully assessed, neither VSO nor Heinemann Publishers can accept liability for accidents of any kind.

1. Guidelines for making visual aids
Choosing the appropriate, visual aid
There are a number of issues to think about carefully before starting to make a visual aid:
· Can you involve the students in making the visual aid? The students can then use their imagination and knowledge to
think through problems and find out answers for themselves.
· Can you bring in the real object instead of drawing the object the board?
· Can you use local cheap materials?
· Are there any commercially produced visual aids that would be useful? Are they suitable for the students’ needs?
· Can the visual aid be made simply?

What kind of activity?
Before you make a visual aid, you need to decide which of the following categories your activity fits into: teaching, or
training, or project work with communities. There is of necessity some overlap between them, so you may find that your
work falls into more than one category.

Teaching
Trained teachers will be familiar with different teaching methods and different types of visual aid. However, both new
and experienced teachers can gain from new ideas for stimulating their students’ interest and learning.
Making visual aids with your students can bring learning to life. Students can be given the opportunity to examine
carefully the topic or theme they are studying through making, for example, masks for a play about immunisation. They
can ask questions a points they do not understand and so come to understand the issue thoroughly.
Learning takes place most effectively when students take part in the process: doing, making and finding out things for
themselves. In this way they remember the facts and attitudes far longer and more clearly.

Training
In this book, ‘training’ is used to describe the transfer of knowledge or skills to adults, unlike school situations where the
learners are children or adolescents. Training tends to focus on job skills or raising awareness about important issues.
The settings and techniques for training range from formal to very informal. If the trainees are employed in the formal
sector, for example in-service training for government workers, the training techniques are like to be quite formal and
take place, perhaps, in a training centre with electricity and other facilities. If the trainees generate their own income or
the training is unrelated to job skills, for example farmers or a group of young mothers, the setting and technique are
likely to be much more informal, and take place in an open or village meeting place.
There are two approaches to training:
A more conventional
approach to training

A more participatory approach to training
•

•

conventional training where the trainer decides what to teach and what the trainees
learn. Individual changes in behaviour based on the ‘taught’ knowledge lead to
improvements in the way individuals carry out their jobs.
learner-centred strategies where learners identify needs, set goals and learn for
themselves. Here trainers are, in essence, facilitators. This people-oriented, participatory
approach has now become widespread. These methods are a response to r need for
‘process-oriented’ training, which occurs when the objectives are varied or complex.
They are useful for provoking change in attitudes, knowledge and skills.

Situations usually lie somewhere between the fully conventional and the fully participatory. The style adopted will
necessarily have consequences for the type of visual aid chosen and its purpose.

Project work with communities: appraisal, Planning, monitoring and evaluation
There has been an increasing use of participatory techniques in project work with communities. Here, visual aids can be
used as part of a range of participatory and people-centred methods to allow clear communication between outside
development workers and local people.
Visual aids can be used in a participatory approach at all stages of a development project or programme. Participatory
methods enable the community and development workers to share information and decisions on what needs to be done,
how it should be done, how to decide what is effective and to assess whether it has been successful.
Visual aids enable non-literate people to analyse, express and record their choices. Communication is effected not only
with diagrams, which are intended to explain, but also with pictures, which represent reality. For example, in a village in
North West Pakistan, posters were produced showing different water supply options and the related costs. The villagers
were then able to choose the level of service they preferred (planning). In a second example, in a chicken-rearing
project in Indonesia non-literate women ticked pictures in a booklet to show when and how many eggs were laid, and
how many chicks eventually hatched (monitoring).

What are you trying to communicate?
After defining the activity, the next step is to ask yourself what it is that you are trying to communicate. What is your
aim?
The visual aid, which is most appropriate to your situation, depends upon what you want to teach. For example, if you
teach academic subjects in a secondary school you may choose to make maps, bar charts, and so on. Mathematics
teachers are usually familiar with classroom displays of two- or three-dimensional geometric shapes. Language teachers
may use puppets for drama and role-play. If you are teaching technical subjects or training people to do a job, you may
need to teach manual skills with real objects, or with models in simulations or demonstrations, for example, using a
papier mache model of a goat to show how to kill the animal humanely.

Who are visual aids for?
Before choosing the appropriate visual aid and drawing the first version, you need to consider the following questions:
· Are the students-learners visually literate? Are they familiar with the process of finding out information from pictures
and symbols? Can they understand them?
Research has shown that many people are not used to interpreting pictures, especially in countries with low literacy
rates. You can find out what can and does work by talking to other teachers and development workers with experience
of using visual aids locally. Spend time with the students before introducing visual aids. This establishes a relationship
and builds up trust.
· Have the learners had any formal education?
‘Anything to do with birth, including discussing it, was thought of as women’s business. We had been offered
some flash cards to be used by traditional birth attendants (TBAs). But some of our TEA trainers were unwilling
to use these flashcards in certain rural areas, worrying that they might be Left Lying around the village and
worse, seen by children.’
Community health co-ordinator; Bangladesh

Even those who have attended school for some years may not have seen many pictures.
What language should any words be written in? If the students are making the visual aid themselves, they can decide
which language is best to use. However, in-groups where some members cannot read, words may not be appropriate.
There may be political considerations involved in the choice of language. For example, if one group of people feels
marginalised within the country, choosing the official, national language for a poster may alienate them from the message.
On the other hand, if the topic is in some way thought of as official, the national language of the country may be chosen,
rather than the local language.
In all cases choose simple words and phrases. Texts should always be written directly in a language and not translated,
because a translation may convey a meaning that was not intended.

Do specific colours have any special significance for the students - learners?
Certain colours have different meanings in different cultures, so it is important to find out if there are particular associations
for a colour, for example are mourning clothes traditionally white Again ask teachers and /or colleagues. However, black
and white pictures are very clear and effective on posters and wall chart.
What social, cultural and religious beliefs and practices need to be taken into account when designing and
planning the visual aids?
There will be instances when visual aids need to convey issues that are sensitive, threatening or embarrassing. Building
up trust and minimising the possibility of causing offence in these cases is important. At times it may be preferable for the
subject to be introduced by someone of the same community and sex.
What other characteristics need to be taken into account?
To be effective you need to take the gender, age, class, caste and ethnic characteristics of the students into account - the
differences as well as the similarities. You need to be aware of the roles of men and women and examine the responsibilities
the varying age groups. For example, if younger women are generally responsible for pounding grain, then to have a
poster showing a man or old woman doing this may not be as effective. Information about some beliefs and practices
may be difficult to discover before choosing and pre-testing the visual aid. It is important that the visual aid reflects the
current and particular situation.
How do students or local people obtain information and communicate?
To answer this question another question must be asked: Which visual aids have credibility and for which purposes, at
present? With this knowledge, you can then build on what is familiar to the students-learners. If you want to create an
impact use something unfamiliar, such as a magnet board, or use a familiar technique in an unfamiliar way, for example
traditional drama can be used in training to explore different attitudes.
How relevant to the students is the situation or issue you wish to show?
If the students-learners feel the people in a picture are from a different place, and are therefore ‘strangers’, they will feel
that the ‘problem’ portrayed in the picture has nothing to do with their lives. They may not, therefore, want to learn about
it or find a solution to it.
The visual aid must show situations that student learners can relate to, using images from their own lives.
How familiar are the students /learners with the subject of the proposed visual aid?
You need to find out what existing knowledge, attitudes and practices the students learners have regarding the subject
matter before building on the topic or introducing it.
Are the necessary resources available?
You will need to know whether the necessary resources are available to support change in habits or traditional ways in
the school or community, particularly in the long-term. These resources include materials, money and skills, as well as
support from community elders, leaders and politicians.
These questions are crucial to avoid making mistakes when designing and using visual aids.

Practical considerations
When you have decided on the aim and the appropriate activity, there are a number of factors, which will determine
your choice of visual aid:
• Does it need to be made quickly, for example in less than an hour? Check how long it will take to make. Is there time
for follow-up, or will the visual aid be useful without further teaching, training or facilitation?
• Does it need to be re-usable? Will it be handled repeatedly and therefore need to be durable? Will it be on permanent
display and / or need to be able to withstand the elements?
• Does it need to be easy to transport? What transport is available? Will it have to be carried on foot?
Where will it be used - in a classroom, clinic or government office, in a village meeting place or in the fields on a
community project?
As well as time, already mentioned above, an approximate estimate of money and other resources will be required at
this stage. Check what material you require and find out what is available. Is there a budget with which to buy materials,
or is there a stock available? Do multiple copies need to be made? Can this be done cheaply and quickly by using
resources available locally (for example, jelly copier, photocopier, carbon paper or banda.

Practice version of the proposed visual aid
Make a rough or practice version of the visual aid. For any two- dimensional visual aid, for example, a picture or a map,
make a quick sketch in pencil, For a three-dimensional visual aid, for example a model, make it using thin paper or card.
Where the technique is unfamiliar (for example, papier mache), experiment well in advance. It may be useful to make
several versions to see which style is best. Experience shows that the practice version should be as detailed and complete
as possible.

Tips for making visual aids
Visual aids should be clear. Do not overcrowd the poster or board with too many
pictures or words.
• Keep pictures as simple as possible. This makes it easier for the students-learners to
see and understand, but do show enough detail for the picture to be recognisable.
• A picture is better understood when it has one clear meaning. Use a series of pictures to
explain more than one thing or a sequence of events.
• Illustrate a person’s whole body and not just a part of it. If only a part of a body is
shown (for example, a head or hand) the picture may not be easy to understand.
• Pictures will be more successful if they are based on what is familiar locally - faces,
clothes, houses, utensils, and so on.
• Food, animals and objects (like a spoon or a pot) are more difficult to recognise than
pictures of people. Draw them clearly.
• Leave out backgrounds as these draw attention away from the message (what you
want to say).
• Avoid making very small objects or animals too big. For example if you show a picture
of a very big mosquito people may not recognise it as the tiny insect they know.
• Perspective, for example a house seen in the distance, can often be very difficult to
recognise.
• Symbols such as crosses, arrows, lines showing movement, skull and crossbones for
danger are culturally specific and can therefore be difficult to understand.
For more information on how to draw people, faces and objects see Drawing, Chapter 6.
•

A simple poster

Pre-Testing
Pre-testing is the process of trying out a draft copy of the visual aid before the lesson or training session. It involves asking
the students or interviewing a few members of the community about their reactions to the visual aid before it is produced in
its final form. Not all the aids in Chapters 2 to 5 can be pre-tested, either because they will be made with the studentslearners during a lesson or workshop or because they are a means of displaying ready-made items, for example a zigzag
board.

Why do you need to pre-test?
The main reason for pre-testing is to gain feedback to help the teacher or development worker to make visual aids that are
clearly understood by the students-learners.
It is crucial for visual aids to be pre-tested to ensure that the message cannot be misinterpreted. If a visual aid is misunderstood
there may be negative or even disastrous consequences. For example, if a poster showing how to make Oral Rehydration
Solution (sugar-salt solution) is misunderstood, a child may become dehydrated and die.
Not only can mistakes sometimes be harmful, they can also waste time, money and resources. Pre-testing leads to better
communication and results in visual aids that are more appropriate to communities.

We were sent some AIDS awareness posters, which said ‘Sex can kill’. We didn’t ever use them because they
weren’t at all helpful and the message was not clear. The writing was in English and although a few people could
read it, the slogan just compounded the confusion. The main image was a silhouette of a crowd scene and even I
didn’t understand what it meant! There was no way someone non-literate could have got anything from that poster.
Graphic designer Namibia

Pre-testing also provides feedback about whether people understand a message straightaway or whether it confuses
them. You can find out whether people understand pictures in a series - do they connect them with each other, or do
they interpret each one separately?
‘We wanted to prevent deafness so (we) decided to make two posters. Each poster was divided into four
pictures. They were locally drawn, produced in Nepali script and looked realty nice. To pre-test we showed them
to one woman and it was obvious she was confused. She couldn’t see the division in the big picture - she saw just
one picture so couldn’t get any meaning from it. The lesson we learned was to do more pre-testing and to decide
at the earliest possible stage who your audience is.’
Speech therapist, Nepal

How do you pre-test?
Pre-testing involves asking questions and listening to and noting down the answers. The simplest method of pre-testing
is to carry out individual interviews using a questionnaire.

Preparing the questionnaire
Decide what you want to find out about each visual aid. The kind of effect it is intended to have will determine the
questions you ask. Usually the questions will be open-ended, for example ‘What do you see in this picture?’
Example questionnaire
This questionnaire is for guidance only as it will need to be adapted to meet specific
situations.
1. What does this picture show? (point to different parts of the picture if necessary.)
For a model or three-dimensional object, asks what it looks like.
2. What does the picture mean? Is it telling you anything? If yes, what?
3. What do you like or dislike about it?
4. Is there anything in the picture which is unclear? If yes, what?
5. What would you change:
a. To make it more easily understood?
b. For it to be acceptable?
6. Is there anything missing from the picture? If yes, What?
Pre-testing written text should be done separately. For example, hide the words on a poster
(see (a) left) while the person looks at the picture. Then uncover the words (see (b) left) and
ask the person to read the words aloud. Ask the following questions:
7. What do these words mean to you?
8. Do the words match the picture? If not, ask what words would be better,
or what the picture should look like to match the words.

Keep a record of the pre-testing results - see the example below

Who to pre-test visual aids with
Visual aids that are to be used on their own with no teacher or development worker to explain the message should be
pre-tested rigorously. However, if a simple visual aid is devised to help explain a concept with back up from a teacher
or trainer, pre-testing may be quick and informal. Where possible, pre-tests of visual aids for use with groups who have
low literacy levels or are unfamiliar with visual learning should be conducted with individuals. The individuals should be
representative of the students or groups you are going to work with and different from people you have consulted
before making the first draft copy.
‘I always bounced ideas off my counterparts. What seemed to work well was if I pitched the message, for
example on a poster, at the audience’s level, and then asked my counterparts to take the rough edges off it. But
it was at least a year into my posting before they felt comfortable enough to tell me, ‘You can’t do that!’ Until
you have a good appreciation of your colleagues’ culture and Language people tend to say, ‘Yes, that’s nice’.’
Environmental educator, Thailand
Make sure that pre-testing is carried out with people who are the least likely to understand the visual aid (poorest,
least exposure to visual aids, least educated) and who will benefit most from an appropriate visual aid. The number
of people you ask in a pre-test depends on how long it takes for a consistent trend to emerge in your findings.

Getting the most out of the pre-test
Ask people in advance if they agree to being involved with the pre-testing. Explain that you are asking for their
opinion and advice a that you are not testing their knowledge. Remember not to test more than ten pictures at a time
and do not give your opinion, or smile-frown while the person is giving their opinion on the visual aid.
‘It is very important to pre- test your initial design, and then, after you’ve gone back to the drawing board,
to re-test the improved version. If the message is not succeeding then you must start again.’
Nutritionist, Zambia

Analysing the pre-test results
The way you analyse the pre-test results depends on how many people you pre-tested and whether the visual aid
was simple (a single poster) or more complicated (a series of flashcards or a short puppet play). For each picture, go
through your pre-testing form(s) and note how many people could identify and understand the picture and the text. As
a rough guide, if the majority of the people (three-quarters or more) like and understand the poster you only need to
make a few changes. If less than a third like and understand it, you may have to re-think your ideas completely. You
may also want to see if people with certain opinions are of any particular age, income or ethnic group. That may
explain their response. Put similar remarks together. For example, how many people said the clothing was wrong or
the baby looked ill! Put together similar suggestions people made about adding to or changing the picture. Then
decide which comments and suggestions are repeated frequently. Use these comments to make the changes in the
visual aid.
Some visual aids will need pre-testing and revising several times before a suitable version is found.

Producing a final version of the visual aid
Assemble everything you need before you start. If students or learners are helping you, discuss with them what each
person should do.
Read Chapters 2-5 for details of how to make specific visual aids, and Chapter 6 for some basic techniques, such as
drawing people, lettering, making chalk, glue and papier-mache.

Monitoring and evaluating the visual aids
Keep a record of how, when, where and with whom a visual aid is used both during pre-testing and when using the
final version. Note how many copies are made, where they are stored and their condition. Keep a record of any
problems you had with making or using the visual aid.
Evaluating visual aids means measuring the success or failure of a visual aid. Did it communicate what was intended?
Ask for feedback from the students. If you do this, mistakes can be avoided in the future, time and effort will be saved
and the students and community will be better served.

Using your visual aids effectively
Here are some general rules, which apply in most cases.
Prepare for the activity in advance
• Spend time planning the lesson, training session or workshop where a visual aid is to be used or produced.
• Prepare the physical environment too. Chairs or mats should be set out so everyone can work together and
• or easily see the visual aid displayed.
• Ensure that there will be no distraction from noise or other interruptions.

Prepare yourself
•
•
•

•
•

•

Practise speaking and using the visual aid separately, and then speaking and using it-at the same time. Either use a
mirror or stand in front of it, or ask a friend to be the ‘audience’.
Be aware of your body language and gestures. Ask a friend to notice what you do with your hands while you are
speaking. Some gestures can be very distracting.
Some gestures are culturally unacceptable, for example, pointing with your toes is very impolite in some cultures.
Eye contact is very important in European culture as it helps to include the students or participants. However, in
China for example eye contact is considered rude.
Be aware of your and others’ behaviour in relation to the opposite sex. For example, if a woman is in a position of
authority, as a teacher or facilitator, some men may find this threatening.
A mixed group of men and women will behave differently from a single sex group. The age of the students or
trainees will also affect their relationship with the teacher or development worker, whether they are all the same age
or of varying ages.
Be aware of your choice of language level. It should be clear and direct, neither confusing nor talking down to the
listeners. Avoid jargon.

Getting started
•
•
•
•
•
•

When you are using a small picture, give everyone time to look at it before going on to the next point.
Diagrams should be simple. Make sure people look at the picture of the whole item before focusing on the detail.
When showing a picture in a lecture, give people sufficient time to look at it.
When showing a series of pictures make sure the order is understood, especially if the local written script is read
from right to left.
Any visual aid being shown must coincide with the words being spoken at that time. It should then be put aside as
the discussion moves on.
There is no need to provide a picture for each part of the lesson or workshop.

After the session
•
•
•
•

Decide whether to store or display the visual aid. When storing, take account of the damage strong sunlight,
humidity and insects do to visual aids. They need suitable protection.
If the visual aid is being left with the community, keep a record of it (a photograph or sketch) so that you can refer
to it again.
Respond to requests for copies wherever possible.
The guidelines in this chapter will help you to prepare and use your visual aid effectively with your students or
group. Chapters 2-5 list visual aids with step-by-step information on how to make and use them.

2. Re-usable visual aids which carry information
This chapter describes visual aids, which can be used over and over again, conveying different information each time. To
make them, you need to follow the basic, step-by-step instructions, which are given for each one.
Remember that the visual aids, which are most commonly used and simplest to make are, described first. If you would
like to be more ambitious, but are concerned that your choice of visual aid is beyond your scope, ask the art and crafts
teacher or local craft workers to give you advice or help.
All the visual aids in this chapter can be used in a variety of situations, indoors or outdoors, with children, students or
adult learners, literate or non-literate participants. They can all be used with large or small groups. Zigzag multi-boards
may be the least suitable for using with groups of more than ten, but this depends on the size of the boards. Wall displays,
whiteboards and washing line displays are the quickest to make, but also the least durable. You will need to have special
pens to use a whiteboard.
If you need to travel with your visual aid, you will find that zigzag multi-boards, rope and pole displays, washing-line
displays and some of the display boards described are the easiest to transport.

Chalkboard
One of the most useful and most commonly used visual aids in teaching is the chalkboard. It is a board with a smooth
surface, usually painted black or dark green, for writing on with chalk. For many schools in the world a chalkboard is the
main teaching resource.
A chalkboard can be:
• fixed permanently to an inside or outside wall
• portable - mounted on a stand or easel, possibly with castors attached to the legs, so it can be moved easily around
a room or taken outside, or made of canvas so that it can be rolled up. In some countries ready-made mobile
chalkboards are available which can be rolled up.
In some areas of the world, the end of a building is used as a chalkboard:
• to help the public who pass it to maintain their literacy
• to share learning messages
• to provide information on local events.
This method of public communication is particularly popular in China and around the Pacific.

How to use a chalkboard
Always ask if everyone in the room can see the chalkboard and tell them to let you know if they cannot (for example, of
sunlight, their view is blocked and so on).
The ‘chalk and talk’ method of teaching and training can be limited if every session becomes a lecture and there is little
interaction with the learners. Try to have some eye contact with the students, rather than looking at the board when you
are speaking or listening to them.
To use a chalkboard successfully for teaching or development work, it is important to develop your chalkboard technique.
Here are three points to help you:
‘It took me ages to develop the, knack of writing on a chalkboard without breaking the chalk.’
Business adviser; Kenya
Always write clearly. It is important to remember that it takes a great deal of practice to learn to write legibly on a
chalkboard. (See Lettering, Chapter 6.)
•

•
•

Draw simply. Do not include any unnecessary details. If you have to draw maps or diagrams on the board, draw them
before class or the training session: you could use a template (see Templates Chapter 6). If you have to draw during
class, draw quickly. Ask the students questions about the picture to keep their attention.
Plan the layout of the chalkboard. Before you begin your lesson or training session, draw exactly what you are going
to write-draw on the chalkboard in your notebook. For example, for a science lesson:
Draw two vertical lines from the top of the board to the bottom. The board is now divided into three separate areas
shown below.

•

Draw a large H on the chalkboard. You have divided
the chalkboard into four separate areas. In one part you
can write questions on a text, in another the answers,
then new words. Finally write the homework. See the
example on the left.

How to make a portable chalkboard
You will need:
• a piece of linoleum, plywood, canvas or other light, stiff material approximately
65 cm x 1 m
• sandpaper
• black paint or special chalkboard paint (see Chapter 6, for instructions on making
your own chalkboard paint) lengths of timber to make a frame (optional)
What you need to do
1. Choose your material.
2. If you are using linoleum or plywood, sand one side of it to an even roughness.
3. Paint the roughened surface.
4. When it is dry, paint it again.
5. To prevent the board from warping, make a wooden frame and nail the board to it.
This chalkboard is easy to carry, but it could also be fixed to a wall or stood on an
easel with castors.

How to make a cloth chalk board
This is light and easy to carry. It can be used with groups of up to ten people.
You will need
• a piece of oil cloth or a smooth, thick piece of cotton cloth, about 65 cm x 1 m
• a round wooden pole or stick (doweling is ideal), slightly longer than the long side
of the cloth
• a length of cord slightly longer than the stick or pole
• a can of matt black paint
• sandpaper
• glue
• nails
What you need to do
1. Roughen the shiny side of the oilcloth with the sandpaper. If you are using cotton
cloth, apply a thin coat of glue to one side and leave it to dry.
2. Apply two coats of black paint to the oilcloth or cotton cloth, allowing the first coat
to dry completely before applying the second coat.
3. When the paint is dry, glue or nail the pole to one of the long sides of the cloth.
4. Attach a piece of cord to each end of the pole so that the chalkboard can be hung
on a nail.
When you roll up the chalkboard, make sure the painted surface rolled inside.
‘My students made a chalkboard but it was too heavy to carry around and tended to crack because we
hadn’t enough water to be able to damp down the cement thoroughly when it was ‘setting’.’
Building instructor Kenya

How to make a fixed chalk board
A traditional, fixed chalkboard needs to be durable and big enough to be used with large groups. Make this only if you
are experienced at working with cement. You will need someone to help you move it as it will be very heavy

•
•
•
•
•
•

You will need
four lengths of timber to make a frame, at least 1 m x 1.5 m (or whatever size you want the board to be)
nails
wire mesh
a trowel or builder’s float
concrete mix and water
chalkboard paint (see Chapter 6)

What you need to do
1. Make a timber frame about 1 m x 1.5 m, and stretch the wire mesh across it. Fix the mesh in position using the nails.
2. Mix the concrete mix to a consistency that is neither too wet nor too stiff.
3. Pack the concrete mix firmly into the wire mesh, and create a flat surface by smoothing it with a trowel or float. Then,
if you can, cover it with damp cloth or sacking. (This should not touch the surface of the concrete.)

4. Allow the mixture to become firm to the touch (an hour or two), smoothing out any trowel marks as it becomes
firmer. It is best for concrete to set slowly and evenly. To help this, once it is firm to the touch, you can damp it down
occasionally with water. You can use a watering can, or a bucket with holes punched in the bottom. Allow a little water
to run over the surface. If it leaves any marks on the concrete, smooth them out immediately with a trowel. It will take
about two days to dry completely.
5. When it is completely dry, paint the board with chalkboard paint.
6. The board can be fixed permanently to a wall inside the classroom
using nails or screws; or it can be mounted on a stand or easel. If the
board needs to be moved around, then castors (small wheels) can be
put on the legs of the stand. Take care: the easel needs to be strong
enough to support the Get someone to help v you move the easel.
When the chalkboard is dry, be careful how you move it as it is very
heavy, and there is always a risk that it may crack. Be sure to secure it
so that it will not fall over and injure anyone.

Tips on using and caring for your chalk board
· Before using your chalkboard, rub a chalky cloth or duster it. This will make it easier to write on.
· If your chalkboard is old or is very greasy, you could wash it. However, it would be better to repaint it.
· If you clean the board with downward strokes, there is far chalk dust.

White board
A whiteboard has a smooth shiny white surface, which can be written: on with special pens and wiped clean with
a dry cloth. Commercially available whiteboards are designed to be either:
• Screwed to a wall permanently, or
• Free standing boards with legs and castors.
Whiteboards are good visual aids for teaching and training and they are easier to write on than chalkboards.

How to make a white board
•
•
•

You will need
one or more thick, white plastic balls
a piece of thick cardboard or thin timber
drawing pins or tacks

What you need to do
1. Cut open one or more white plastic bags.
‘I found it great to teach young children more English. Every lesson I put
different letters in a slot, for example, C. Then next to them I put up pictures
which started with the letter - cup, cat, crocodile.’
TEFL teacher, Malawi

2. Stretch them over a piece of thick cardboard or thin timber, the inside of the bags
facing outwards.
3. Use the drawing pins or tacks to fix the plastic securely.

How to use a white board
You will need
special thick whiteboard pens which have washable ink
a sponge or cloth to clean the board Providing you have the special pens you can use many different surfaces, for
example, plastic sheeting, sticky-back plastic and so on. Do not allow young children to play with the plastic
bags - they could put them over their heads and suffocate.
Experiment with different coloured pens on whiteboards - some colours are more difficult to read, such as red. Do
use the correct pens because normal felt-tip pens leave permanent marks on the board.
If you have a portable chalkboard, one side could be used as a whiteboard.
Whiteboards can be used in the same way as chalkboards for writing or drawing. In the beginning it may be difficult
to keep the writing horizontal, and the same size and style, so you will need to practise. (See Lettering, Chapter 6.)
Before writing on the whiteboard in your lesson or session, draw the summary in the lesson plan. It needs to be clear
and well-arranged.
Bar charts, line graphs, pie charts and diagrams can be drawn on the whiteboard before a maths or geography
lesson.
•
•

Zigzag multi-board
A zigzag multi-board is a series of three or four rectangular boards. They are joined together along the sides by
hinges so that they can be easily folded up and carried. Each board can be of a different type, for example, a
whiteboard, a chalkboard, a flannel board and so on.

The size of the boards for the zigzag multi-board depends on what you want to use them for. If you want to make
a screen for the children to read behind in the classroom, each board would need to be 1 m x 1.5 m.

How to make a zigzag multi-board
The following instructions are to make three or four basic boards for a zigzag
multi-board.

•
•
•
•

You will need
strong, lightweight material that is easily available locally, for example, plywood
or strong cardboard to make a board of the size you require
cloth, glue or sticky tape for attaching the boards together
string, rope or cloth strips to make handles
the items necessary for the individual boards (see below)

What you need to do
1. Decide what size each board- should be. This is important if you want to be
able to carry the board easily. Make each board that you need, following the
instructions in this chapter:
If you want to be able to fold the outer boards inwards when closing the multiboard, make sure that they are narrower than the two inner boards.
2. Lie the finished boards side-by-side on the ground, face down.
3. Attach the boards to each other. There are two ways of doing this:
a. Use strong, wide sticky tape, such as masking tape or electrician’s tape to
attach each board to the next, or
b. Cut long strips of canvas, or other strong cloth, and glue them over the joins.
Remember to leave a small space between each board so that the multi-board
can be folded flat.
4. Make the handles. Using strips of cloth, attach them firmly to the reverse of the
outer boards, close to where they join the inner boards.
Old belts or rubber strips can be fastened around the closed zigzag boards.
Strong string attached and tied either side of the handles would also keep the
boards firmly closed for carrying or storing.

How to use a zigzag multi-board
You can use each part of the zigzag multi-board for a different teaching purpose, depending on the needs of your
audience. It is most useful for teaching young children, but secondary school teachers and development workers will
also find it useful for display purposes.
You can stand it on the floor or on a table with each board at an angle to the next (in a zigzag), so that it is both stable
and eye-catching.
You can open out the zigzag board completely and stand it on the floor or hang it on a wall, or you could also close it up
and use one of the boards at a time (see the examples below). In a primary school, you could place it in a corner of the
classroom so that it sections off a part of it. Then, for example, students could sit and read undisturbed.

Different ways of using a zigzag multi-board

Wall display
Displaying items on a classroom wall is a well-known, tried and tested educational method. A wall display is a collection
of many different types of items and materials put up on a wall to make an interesting and informative display. In a
classroom, the display can consist of the students’ own work; and in development work it can be used to convey
information to the community.

Re-usable visual aids which carry information
‘Most classrooms had nothing on the walls, maybe that’s because there wasn’t much wall; they were
mostly window and door. Also it was hard to pin up displays to lime and clay (wattle and daub) walls.
When they were pinned up they were stolen because there was no security. What we used instead was
a coconut Leaf mat - you could stick things onto that or hook them through the fronds.’
In-service teacher trainer, Zanzibar

How to make a well display
You will need
either large sheets of paper, or mats, or cloth - traditional prints or large leaves are effective as background
material or as a border
• drawing pins to pin up the display items
• the items for display
For information on where to obtain paper, and standard paper sizes, see Paper, Chapter 6.
There may be a variety of local materials, which would be useful wall displays. Ask your students, colleagues and
local people for their suggestions.
In a classroom, the items for display may be students’ own work such as paintings or projects, and in development
work it could be a selection of posters. Try to select a variety of different pieces to make the display more
interesting.
•

What you need to do
A wall display should create an impact. It is therefore important arrange posters and to display written material as
effectively as possible. Use different coloured paper to add contrast. You can include various shapes and textures
for example circles cut out cloth.
Every piece of paper should have neat straight edges; or use pinking shears to make a zigzag pattern.
Each piece of paper needs to be pinned carefully on the board. If you do not have enough drawing pins, glue two
pieces of paper together. Then use two pins, one at each end.

How to use a wall display
A well-made wall display can be used for weeks in a classroom, or it can be changed every month. Students’
poems together with illustrations and other creative writing can be pinned up. The class could make a wall newspaper
showing their news and opinions too.
Each group in project work can decide what kind of display will best illustrate their topic. For example, one group
may choose to make a scrapbook and display that on the classroom wall. Another may mount their paintings on to
a piece of card and pin the card to the wall. It is important to allow the students to decide themselves on the final
product.

Case Study – Wall Display
The top class in a primary school in India were studying how newspapers were made. The trainee teacher discussed
with his supervisor what follow-up activities he could do. She suggested that the students could make their own class
newspaper and display it on the wall.
The trainee teacher explained to the class what they were going to do and discussed what they could put in their
newspaper. He wrote all their ideas on the chalkboard. After some more discussion the students voted on the ideas
and chose the best. They then divided into groups of four or five.
Each group selected a ‘leader’ and discussed what to write about, draw and so on. The trainee teacher acted as a
facilitator, going around listening to the suggestions in the groups and giving suggestions and opinions when asked for:
Over the period of a month in their English lessons and after school, the students prepared their articles, jokes,
illustrations and so on. One day the lecturer supervising the trainee noticed that occasionally he interfered with the
student’s discussions too much. They discussed this after the lesson and the trainee agreed to allow the students to
make their own decisions.
When the class had finished their newspaper, they mounted it on paper and pinned it to the walls around the
classroom.

‘There are all kinds of display boards, but if I was training outside and there wasn’t anything solid to use, I’d
sometimes use thin sleeping mats which could be hung from a tree. You could slip card between the reeds, or use
small bits of wire to provide hooks for any material you wanted to display. This worked well unless it wets
windy or wet.’
Teacher trainer; Ghana

Display board
A display board is any kind of board on which visual and written materials can be pinned or glued. It can be used to
display students’ work, give information about a new development activity or perhaps display instructions for operating
machinery (for example, a photocopier).
It is especially appropriate for use in teaching or training situations where there are no solid walls to display material, in
mud houses classrooms for example. It can be free-standing, mounted on a w or hung from a ceiling or tree. It can be
made of wood, line, cork cardboard, woven mats or other materials.

How to make a display board
To make a display board, you first need to decide which materials you are going to use. Then follow the instructions
below.
You will need
• something to make the surface of the board, for example: cork, cloth (such as felt), line, wood (plywood, chipboard),
cardboard cement bags or woven mats
• something to make the frame, for example, four short lengths bamboo or strips of wood
• a short length of wire to make a hook
• nails or tacks
• paint (optional)
• drawing pins, tacks or sharpened matchsticks for attaching it to the board.

What you need to do
1. Make a frame, using lengths of bamboo or wood. Tie or nail them together to form a rectangle.
2. Make a hanging hook from a loop of wire. Attach it to the middle of one of the longer sides of the rectangle.
3. Place the surface material on the frame and fix it using nails tacks.
4. Paint the surface, if you wish.

Other ways of making a display board
•

Attach a strip of wood or bamboo to the top and bottom of a piece of cloth, such as a blanket. Add weights along
the button strip to help it to hang straight. Attach a hook to the reverse of the top strip.

Display charts

Sticks or weights

•
•
•

Cover a piece of wood with cloth, or paint it. Attach a hook to the reverse.
Open up a cardboard box to make a zigzag board, or keep it closed to make a cube-shaped display.
Make a beam from a piece of wood or bamboo. Hang it on the wall using nails or loops of wire. Hook pieces
of wire over the beam to display items.

‘We were keen to have a permanent display of photograph maps and charts relating to the project...The
trouble was that they either went missing or got very dog-eared from people touching them. A local;
craftsman made some glass-fronted cabinets which he screwed to the walls. They not only solve problem
but added prestige to what was felt by some in the department to be an unimportant part of their work
(involving communities and especially women in planning, implementation, operation and maintenance
of water and sanitation systems).’
Community worker; Pakistan

How to use a display board?
In the classroom, displays can be made of the students’ work, such as art and crafts, or maps and charts. This is
particularly useful for project work when they have been working in-groups: students of different abilities can work
together on tasks that are equally important. One student can be responsible for illustrations, while another can
understand texts and use that knowledge to contribute to the project’s display, possibly using bar charts and so on.
This type of group participation builds the confidence of less able students and challenges the more able students.
Remember not to leave a display up for too long, or it will stop attracting attention. For transporting a display board,
first take all the pictures and objects. Arrange the display again at your destination.

Magnet board
Magnet boards are metal boards on which images and figures mounted on magnetic backing can be placed and
moved about. They are useful aids to telling stories, demonstrating something or ‘acting out’ a drama. Magnet boards
can be used in similar ways to flannel boards. They are ideal for using in the classroom situation and in training
sessions.

How to make a magnet board and magnetic symbols
•
•
•
•
•

You will need
purpose-made thin iron sheeting for the magnet board. (You can also use recycled material, such as metal mosquito
netting, metal office shelving, an old metal sign, or flattened out vegetable oil tins.)
glue
small magnets for the magnetic symbols
cards
magazines

If you cut open tins of vegetable oil and flatten them for sheeting be careful of the sharp edges.

What you need to do to make the magnetic symbols
1. Draw or paint the symbols or figures you want on card, or cut images from magazines and stick them on card.
2. Cut the symbols out of the card.
3. Stick the symbols onto small magnets.
Try not to drop the magnets too often, because they will lose their magnetism.
If you paint the magnet board with black non-glare (matt) paint it can be used as a chalkboard too.
One of the advantages of magnet boards is that they are wind- resistant, and so can be used outside on a windy day.

How to use a magnet board
Move the magnetic figures around by picking them up and placing them in different positions on the magnet board. They
will remain attached to the board until you want to move them again. This is useful in story telling, especially when
sequences are repeated. More drama can be introduced if the scene is built up as the story is told. The magnet board
can also be used with students in small groups - they can use it to re-tell a story.
Memory games can be used in the classroom with the magnet board, for example Kim’s game. In this game a number
of objects are attached to the board. The students have one minute to look at them. The board is then turned around and
the students have a few minutes to write down every object they remember seeing on the board.
In training sessions, learners can make their own magnet boards to take back and use in their own communities.

Flannel board
A flannel board (or flannel graph) is a board covered in felt or other rough fabric, or simply a large piece of rough cloth
such as a blanket. Pictures with a rough backing, such as sandpaper, are placed on the board. It is usually hung or
slanted at an angle so that the pictures stay on.
Two types of flannel board can be made:
• using a solid frame, or the back of an existing board
• a soft display - a piece of flannel with a pole at the top and bottom
Flannel boards can be used for displays to impart information both in the classroom and in training sessions. They are
effective in teaching individuals as well as groups, particularly people who do not read well or who are non-literate,
when they are useful for relaying specific health and nutrition messages. In some countries it is possible to buy flannel
boards cheaply from government departments or NGO’s. Otherwise, they are simple to make.

How to make a flannel board
You will need
• a board or thin piece of plywood
• a piece of dark material, about 1.3 m x 1.3 m
• enough material (preferably felt) to make:
- about 25 figures, for example, people, animals and houses
- headings to enable you or the group to enact a familiar situation
You may also need:
• magazine pictures
• stiff card
• coloured wool
• glue
• sandpaper or sand
If you do not have a free-standing board, you could use a mat on the ground. Some teachers and development workers
believe this works more effectively. Others use a blanket folded over the back of a chair.

What you need to do to make the flannel board
1. Cover the board or plywood with the dark cloth (or use the reverse side of a free-standing chalkboard or whiteboard).
2. Use tacks, nails or drawing pins to fix it in position, depending on whether a temporary or permanent flannel board
is required.
3. Angle the board so that it slopes slightly away from you at the top and towards you at the bottom.

‘I was surprised that the flannel board shapes really did stick to the flannel board. I’d envisaged having to
spend most of the first training session repeatedly picking the figures off the floor.’
Community worker Pakistan

What you need to do to make the flannel board figures
Either:
Cut the shapes out of felt. This is the best material for flannel board shapes.
Or:
If you do not have any felt, cut shapes from magazines and glue them onto strong card. To make them stick to the
board, glue a small piece of sandpaper on the back of each one, or sprinkle some sand on a small glued piece of paper
instead.
Remember when making your own figures that scale is important. If a cockroach is bigger than a house, it will confuse
your teaching message.

How to use the flannel board
In the classroom, flannel boards are used for telling stories. As the magnet board, the teacher places the pictures on
the flannel board while the story is told. Individual students can place the pictures on the flannel board too, so that the
class can be involved in the story. The students’ attention is then focused on visual aid and this helps them to remember
the story and the language.
The following are suggestions for a successful lesson or session:
• keep all the pictures in clearly marked bags or envelopes
• before the lesson, plan where you will place each picture
• organise the pictures in the order they will be used
• create the scenes as they happen in the story
• take the pictures off the board when you have finished using them.
For the final part of the story, have a visual display on the board that the students or audience will remember. Then put
the pictures back in the marked bags or envelopes. The flannel board can remain hanging up or be put into a clearly
labelled plastic bag with a mothball.

In some communities, adults may feel uncomfortable about standing up and using a flannel board. However, if it is laid
in the middle of a circle of people sitting on the floor, it can be a more friendly and acceptable training aid in development
work.
You can hang a flannel board anywhere, either by tying it up or securing it with drawing pins or nails. It can
be rolled up and carried easily. Sometimes we would do a health message using the flannel board for the
people waiting at outpatients, but most seemed puzzled by the procedure. However, its effect was very
different in a training session. It was very good for teaching.
Community health co-ordinator; Bangladesh

Flexi-fan figures
Flexi-flans (sometimes called flexis) are used on flannel
boards. They are usually made of paper and. have jointed
arms, legs and bodies. These can be moved to show a
range of actions.
Like flannel board figures, flexi-flan figures are a
communication tool that can be used to demonstrate
information or perhaps to enable trainees or a group to
share learning or their feelings about themselves, their
workplace or their community.
Flexi-flans can be used in a spontaneous way and are
excellent if you are teaching or working with a mixed group
of literate and non-literate people.

‘I was training some engineers and local government workers and used flexi-flans to show them the
creative possibilities of open-ended communication tools like these. One man took three figures and
placed them some distance from each other and looking in different directions. ‘This is my department,
this is the engineering department and this is your organisation,’ he said. ‘We are not communicating:
that is why nothing gets done.’ The following discussion revealed mote than I had understood from two
months of working with the project.’
Water and sanitation communications trainer; Pakistan

How to make flexi-flan figures
Flexi-flan figures are quick and easy to make so you may prefer to have new figures for each training session.
If community groups have made the figures themselves, you should leave the figures with them.
The students or learners could make their own flexi-flan figures or you could prepare them in advance.

You will need
•
•
•
•
•
•
•

magazine pictures
paint
cloth
cardboard or heavyweight paper
scissors
press-studs or brass headed split pins
a hole punch

What you need to do
1. Draw patterns for the body parts of the following figures: adult male, adult female, child male, child female. The
adult figures should be 20-40 cm high and the children will be smaller. The body parts you will need to draw are:
• head - draw a side view so that you can make some figures look to the right and some to the left
• body - the head and upper body could be one piece, jointed with the lower body at the waist, or the head and
body could be separate, jointed at the neck
• arms - either in one piece or in two pieces jointed at the elbow
• legs - either in one piece (if they are going to be hidden under a skirt) or in two pieces jointed at the knee (if they
are going to have trousers).
When drawing the patterns, remember to extend the length of the parts that join so there is enough overlap to make
the joint with the press-stud or split pin.
2. Use the patterns to make as many body parts as you need for the figures you are making. Cut the parts from light
cardboard heavyweight paper.
3. Paint the faces. To make the clothes you can either paint them or glue pieces of fabric in place. You might find it
easier to cover the card with paint or fabric before you cut the body part out.
4. Join the parts together to make each figure. Use the hole-punch to make holes at the joints for the split pins or
press the halves of the press-studs through from the back and the front, and snap them together. Make some figures
face left and some face right, so they can be made to look as if they are having a conversation.
When storing flexi-flan figures, keep them in a dry place, out of direct sunlight. Label the bag or box they are put in.
‘In Thailand there were lots of whiteboards, big and small, so we could take whiteboards to villages.
I used to draw silhouettes of cattle, but because it was best to prepare these in advance, a flipchart was
often more useful.’
Beef cattle extension officer, Thailand

How to use flexi-flan figures
In some societies, the figures work better if laid on the ground in the middle of a group
of people. You will also need to work this way if you do not have a flannel board.
When working with students, you can use the figures to tell stories. Move the figures
about to show what is going on in the story and ask the students questions about who
the characters are and what they are doing.
Students can write their own stories or short plays and presents them to the class using
the figures.

Flipchart
A flipchart is a series of sheets of paper, fastened together at the top. When a sheet has
been used, it can be ‘flipped’ over the top so that the next sheet can be used.
You may purchase ready-made flipcharts, or you can make your own.
Flipcharts may be:
• unmounted, and therefore easy to transport
• mounted on a board, such as a chalkboard
• mounted, but free-standing

How to make an unmountod flipchart
This flipchart will need to be held by the teacher or trainer. If you add the pole it can be hung from a wall or hooked
over another board, such as a chalkboard.

•
•
•
•
•
•

You will need
sheets of paper
two thin strips of wood the same length as the top edge of you sheets of paper
nails or screws
a pole slightly longer than the strips of wood (optional)
string (optional)
wire (optional)

What you need to do
1. If you are going to hang the chart from a pole, drill a hole at each end of both strips of wood. Make sure the
positions of the holes match.
2. Place one strip of wood underneath the pile of paper, along one of the shorter edges. Place the second strip in the
same position on top of the pile of paper. Make sure the holes are in line.
3. Nail or screw the strips of wood together, through the paper, all the sheets are held tightly together.
4. To hang the chart from the pole, make holes in the sheets of paper through the holes you made earlier in the strips
of wood Thread string through the holes and tie the flip chart to the pole.
5. Either make two hooks from wire and attach them to far ends of the pole, at the back, or make two loops from
string. The flipchart can now be hung on the wall and the sheets can be folded back behind the pole.
The chart can be rolled up for easy transport.

How to make a mounted flipchart
The following instructions are for mounting a large flipchart (A3 size or larger) on a sheet of plywood. You could
adapt the size of the board if you are going to use smaller sheets of paper but, if ye are going to use it with large groups
of people, the sheets need t be as large as possible.
You will need
•
•
•
•

sheets of paper
a piece of plywood or similar material, approximately 50 cm x 75 cm
a long strip of plywood the same length as the top edge of the board and 5 cm wide
two bolts and two wing nuts
What you need to do
1. Drill, two holes at the top of the plywood board approximately
15 cm from each end. Note: this will depend on the size of your
paper, so read the instructions and check the size carefully before
you start.
2. Drill two matching holes in the wooden strip.
3. Position a sheet of paper slightly below the top of the plywood
board and centre it. Make two holes in the paper that correspond to
the holes in the board.
4. Using the first sheet as a template, make holes in all the other
sheets of paper. 5; Place the bolts through the back of the board and
through the holes in all the sheets of paper. Place the wooden strip
over the sheets and insert the bolts through the holes.
6. Fasten the wing nuts to hold the paper and wood strip firmly.

How to make a free standing mounted flip chart
These instructions are for a smaller flipchart.

•
•
•
•
•

You will need
two pieces of plywood or similar material, approximately 45 cm x 50 cm
two strips of plywood the same length as the top edge of the board and 5 cm wide
two bolts and two wing nuts
four hinges and screws
a piece of cord or string

What you need to do
1. Drill two holes in each wooden strip, approximately 15-cm from each end.
2. Hinge each strip to a piece of plywood.
3. Align the top edge of a sheet of paper with the top edge of a wooden strip. Punch two holes through the paper
corresponding to the holes in the strip.
4. Use this sheet as template, and punch holes in all the other sheets you are going to use.
5. Drill a small hole near the bottom edge of one of the sheets of plywood. This is the backboard.
6. In the other sheet of plywood, cut a vertical slot about 2 mm wide and 1.5 cm long. This is the cover board.
7. Place your sheets of paper between the two wooden strips and line up the holes.
8. Insert the bolts through the backboard, the paper and the cover board, and secure with the wing nuts at the front.
9. To make the flipchart stand up, flip the cover board back to show the first sheet of paper. Pass the cord through the
hole in the backboard. Make a knot in both ends of the cord to prevent it slipping through the hole. Pull the cord through
the slot in the cover board until the second knot catches in it.
‘I made different-sized flipcharts depending on the number of people in my audience. In a training session
with 15-20 people, I used large plain sheets mounted on an easel where I wrote prepared text and diagrams.
The audience then broke into smaller groups and used newsprint flipcharts. Sometimes they tore the sheet
off to pin up elsewhere in the room. Out in the field I used smaller, picture flipcharts which were laminated
and backed with cardboard so they could stand without other support in front of the group.’
Communications consultant Pakistan

How to use a flipchart
A flipchart can be used in two ways:
• with blank sheets of paper or newsprint, which the teacher or trainer writes on during the session
• as a pre-prepared resource with pictures and
• or notes. To avoid having to write while speaking, you can prepare texts and drawings before the
lesson or session.
Each sheet of a flipchart should illustrate one point or message in a lecture, talk or training session. You
should turn to the next sheet when moving on to the next point. This helps students and learners to understand
and remember information. It also acts as an aid to you, reminding you of the structure of your lesson or
presentation Development workers find picture flipcharts particularly useful for illustrating important points.

Explanatory or additional notes can be written on the back of the previous page to remind you of what you need to say
or to provide information in case you are asked detailed questions. This is particularly helpful if a flipchart is to be massproduced and used by teachers and trainers who have not been involved in its design If you are working with several
small groups, you can give each group a blank sheet and a pen. After their discussions, the group can write their
conclusions on the sheet. The conclusions of all the groups can then be displayed for everyone to see.
Suggestions and ideas from students or trainees can be written blank sheets of a flipchart to enable them to see their
ideas, for example in a planning workshop for teachers. The sheets can be taken away and used for future reference to
draw up detailed plans or as notes for a written report.

Useful tips
•
•
•
•
•
•
•

Flipcharts can also be made using screen-printed cloth picture nailed to a piece of doweling. The pictures can be
rolled are the doweling for storage.
Paper and card can be laminated for protection. If a professional laminating service is not available, clear stickybacked plastic or clear plastic bags can be used to cover the sheets.
As some felt-tip markers will soak through paper to the next sheet, you may need to prepare each sheet separately
before attaching them to the flipchart.
Make sure the class or audience can see your writing, and that it is consistent (see Lettering, Chapter 6).
Each character you draw should be consistent. They should look the same in each picture and wear the; same
clothes.
When making a picture flipchart, make sure the pictures are inserted in the correct order.
Picture sheets can be interleaved with blank sheets so that you can write notes during the lesson or session.

Rope and pole display board
A rope and pole display board consists of two parallel, horizontal poles tied loosely together with rope. Visual aids such
as posters can be pinned to the rope. This kind of display board is invaluable where there are few solid walls for
displaying information. It has no solid backing and can be made quickly for teaching, training and when working with
communities.

How to make a rope and pole display

•
•

You will need
two pieces of thin wood, rattan or bamboo (the size will on the size of the display required)
string or rope

What you need to do
1. Ask someone to hold the pieces of wood parallel and at least 3-cm apart.
2. Wind the string or rope back and forth between both pieces of wood.
3. Tie another length of string to both ends of one of the pieces of wood to hang it up.
An even quicker version can be made by attaching a length of bamboo along a wall and hanging visual aids on it.
Collages, project work and other work can be displayed on these. There are other different types of rope and pole
display board. You can experiment with local materials to discover which works best. In the Indian sub-continent a
traditional rope bed, known as a charpoi, can be turned on its side to make an excellent board. A hammock could also
be used.

‘ It can be re-used countless times and can give a very colourful background.’
Art and craft teacher Bhutan
How to use a rope and pole display board Use pins, staples or glue to attach information to the rope and pole
display board. Alternatively, before the board is hung up, slip car between the string.

Washing-line display
A washing-line display or string display) looks exactly like a washing-line - a string tied between two poles or
trees. It can be used to display or organise information during teaching or training sessions, and is particularly
useful for explaining the order of a process. For example, a washing-line display could show how to grow trees:
1. Fence off nursery tree area from chickens, livestock and child
2. Prepare seed beds.
3. Plant trees in nursery.
4. Transplant young saplings to designated sites.

How to make a washing-line display
You will need
string, clothes line or rope
clothes pegs, or paperclips if the rope is thin What you need to do
1. Find somewhere to fix the string or rope to at both ends. You could perhaps use the back of two chairs in a
school, but this may be too low for older students or adult learners to see comfortably. Outside, you could tie it
between two trees.
2. Use pegs or paperclips to attach the display items to the line. A washing-line display is best used indoors. If you
want to make one outside, make sure it is not a windy day! If you want to keep the pictures, make sure they are
clearly label and that the pegs do not damage them.
•
•

How to use a washing-line display
When using the washing-line display, you can ask students to decide on the order of a process and the students
can pin the visual aids up themselves.

‘During workshops with cadet journalists I used string display lines to peg up examples of different news
stories. The trainees then had to decide which story was the “lead” news story and grade the others in
descending order. By dividing the group into two teams I was able to encourage editorial co-operation and
develop the ability to recognise the best news story. During these sessions I always stressed that there was
no right or wrong answer, but the students were quick to debate the priority given to an item which they
thought didn’t deserve space on the front page of the newspaper.’
Journalist trainer; Papua New Guinea

3. Visual aids which display information
‘We wanted to translate an English Language health message into the Local Language so we
asked for help. There were six pre-testers and six different views about how this simple slogan
should be translated into Kwangali. It made us realise how important it was to communicate ideas
as much as possible.,
Graphic designer; Namibia
The visual aids in this chapter convey information much more effectively if time is spent planning their design. Tips on
good design are given with the instructions for making each one; it is also worth referring to the basic design techniques
described in Chapter 6.
If you need help in deciding which visual aid to make, refer to Chapter 1. In this chapter, visual aids, which are the
most commonly used and simplest to make are, described first. You may find it useful to try out basic design techniques
on posters and worksheets first and then progress to pamphlets and newsletters as your skill increases. Photo stories
are easily the most ambitious and time- consuming visual aid in this group, but they are extremely popular.
All the visual aids in this chapter can be used with small or large groups in a variety of teaching and training situations.
Most can be used indoors or outdoors. Overhead transparencies are the exception, in that they can only be used in
a darkened room; you will also need special acetates to make them, a good electricity supply, and an overhead
projector. Most of the visual aids in this chapter are made of paper or cloth, and so are easy to transport because they
can be folded or rolled up. Posters and wall charts can be used in schools for project work in science, geography,
math and so on. Flashcards are extremely useful in language and read lessons in primary classes. The students can
also play matching games with the flashcards, which helps them to remember the words.
All the visual aids described in this chapter should last well, especially if they are stored carefully; those made of
paper or card can be covered with clear plastic where appropriate. This is particularly important for flashcards,
because they will be handled a great deal.

Poster
A poster consists of pictures, words and or numbers drawn on a large, flat sheet of paper, cloth or card. It should be
as big as possible with clear illustrations and a short message.
Posters are useful to communicate simple, clear information to individuals and groups (for example, health information)
and can be used effectively in both schools and in development work. Before making a poster, you need to think
carefully about it and pre-test your initial designs (see Chapter 1, on pre-testing).
Choosing which language to convey your message can be difficult and sometimes controversial, particularly in
development work. Often posters are printed in the language of government, or in English, as well as the local
language. Which is best for your situation?
Language choice is very important, so you should consider the options carefully with your colleagues, local professionals
and the pre-test comments from your trial group.

‘We were sent a series of nice posters to promote a national Literacy
Campaign. But the designs weren’t always clear. For example, why was
the woman carrying a baby on her back? Why was the child having an
injection! If you couldn’t read or write, the posters had no clear message.
Worse, all of them were printed in English. One slogan said, ‘Never too
late to learn’ above a picture of a teacher with a classroom of adults.
The problem was that to help people become literate you need materials
in the appropriate language, preferably the local one.’
Community radio trainer; Ghana
This poster was produced
in Mutare, Zimbabwe
during the 1992 drought

How to make a poster

•
•

You will need
A3 size paper or larger (two sheets of A4) can be taped together- you could use newsprint or brown paper from the
butchers
felt pens or crayons, biros

What you need to do
1. Think carefully about the information you want to include on poster. Ask yourself ‘What is the purpose of the poster!’
2. Practise drawing the picture until you are happy with it. You could involve students, learners or a local artist in this.
3. Practise writing the message until you are happy with it. Decide which language will be the most effective. If the poster
is going to be mass-produced, you may need to do several versions of the poster in different languages.
4. When you are happy with your picture and the wording, pre-test it before you produce the finished poster. Make any
changes that may be necessary.
5. Produce the final version of the poster.
Remember that the most effective posters have clear, uncomplicated pictures and short written messages. The clearest
and cheapest posters use simple black and white drawings.
Read the relevant sections of Chapter 6 about basic techniques:

How to use posters
Posters are very useful in students’ project work. Divide the class into groups and each group can decide what message
their post is going to have. The completed posters, together with the students’ other project work, such as reports and
maps, can then be displayed around the school.
‘We had very little time to produce posters for a Health Campaign parade, so one of my colleagues
did some large, neat lettering on an A4 piece of paper saying ‘Keep healthy - eat more fish.’ This
was then enlarged on the photocopier. It wasn’t original, but the message was clear, it was quick to
produce and the one’s we made caught people’s attention during the parade through town.’
Fisheries Officer, South Pacific

Wall Chart
A wall chart is a large flat printed sheet of paper, card or cloth, which records and displays related sets of information. A
wall chart contains much more information than a poster, which usually conveys only one message. A wall chart can be
used as a teaching chart for a lesson: it must then be large enough for the whole class to see.
A wall chart can also be made and used in development work to record and display information.

Wall charts are used for monitoring
progress in a community forestry
project over (a) one month and
(b) six months

‘Our team was working to improve child nutrition. We made a huge picture of a healthy baby and
then surrounded it with pictures from the four food groups that should be eaten each day to make
up a nutritious diet. Occasionally one of the women had problems understanding the wall chart, but
because it was in the village hall, where people could refer to it whenever they wanted, someone
always seemed to be willing to explain its message.’
Nurse, Sierra Leone
Wall charts are useful as they can illustrate information without the need for explanation from a professional. They
should be displayed where a number of people have access to them, for example, in a school, clinic or community
building. For transportation purposes you can roll wall charts up.

How to make a wall chart

•
•
•
•
•
•

You will need
A3 sized paper or larger (for more information on paper see Paper, Chapter 6), a large piece of card, or lightcoloured cloth
coloured crayons, marker pens
information for the chart, such as diagrams, text, pictures from magazines, etc.
glue
scissors
a large piece of sticky-backed plastic

What do you need to do:
1. Decide what information is required on the wall chart.
2. Sketch it first and then pre-test it. Make any changes that be necessary.
3. Draw, paint or glue the final pictures, diagrams and text onto large piece of card or paper. Pre-test it again.
4. Cover the final version with sticky-backed plastic for durability.

Banner
A banner is a long piece of cloth with words, pictures and/or symbols painted on it or attached to it. Banners are
excellent for attracting the attention of a large group of people. They can be used either indoors or outside, carried
on poles or hung from w trees or buildings. They are particularly good to use at special events, such as school sports
days and opening ceremonies.

‘If you plan to march with the banner, it is advisable to make some holes in the banner, or to make
large banners in two strips, joined together by a short strip of bamboo. This prevents the banner
from puffing out and the banner- holders from having to battle against the wind.’
Graphic artist, Namibia

How to make a banner
You will need
plain cotton material (or flour or rice sacks)
brightly coloured material or paints
bamboo, thin pieces of wood or a rod (for handles and stiffeners)
tassels and long thin strips of cloth for streamers
needle and thread
glue
What you need to do
1. Decide with the student group:
• Which words and pictures are to be shown on the banner
• How it is to be hung and used.
2. Draw the design on a sheet of paper the same size as the banner. Divide the paper into sections so it is easy to
space the letters and words.
You may prefer to use a letter stencil.
3. When you are happy with the design, transfer it to the cotton material. Pencil the lines in. You could divide the
banner into sections, as you did on the paper, if it helps.
4. When everything is placed correctly on the material, you can start painting, sewing or gluing the letters.
5. Add tassels and streamers to the edges of the banner.
6. If the banner is long, stop it sagging in the middle by sewing a horizontal pocket along the top and inserting a long,
thin rod or piece of bamboo.
•
•
•
•
•
•

Clothing poster
A clothing poster is a small poster with a message or picture on which is pinned or taped to the clothes someone is
wearing. Clothing posters can stimulate discussion, and increase vocabulary and literacy skills, and is a useful teaching
tool with all age groups.
Clothing posters are usually used as a game to develop students’ language skills; students can learn words that are
opposites or are related to each other. For adults, this game can be a good ‘ice breaker’ exercise (for getting to know
one another) at the beginning of a training session.
‘At an adult literacy class, students had to pair up with the person who had a connected word on
their clothing poster. For example, one woman discovered that she had the word ‘sand’ and then
had to find the person with ‘beach’. Other pairs were ‘chair-table’, ‘coffee-cup’ and ‘sun-moon’.’
Adult literacy teacher, Maldives

How to use clothing posters
The objective of this game is for participants with matching or corresponding posters to pair up:
1. They have to discover what or who is on the poster on their back by asking questions like: Is the word picture an
animal? Is it an object? Is it big or small? Continue until they have guessed the right answer.
2. Then they have to find their partner. For example, if they disc that their word is ‘water’, they must pair up with
something connected to water, such as ‘river’ or ‘sea’.
With primary school students or non-literate participants, you could draw a simple line drawing or use a picture cut
from a magazine.

How to make a clothing poster

•
•
•

You will need
A5 size pieces of paper (paper bags could be used)
marker pens
safety pins or tape to secure the posters to clothes

What you need to do
1. Write your words or messages, or draw your pictures, on the pieces of paper. Make sure that you do not offend
people with the characters, animals, colours or objects that you select for the posters.
2. Pre-test them to be sure that participants will recognise which words or pictures are paired or related.
3. Attach the posters to the backs of the participants’ clothes. Do not let them see what their word or picture is. Take
care not to tear anyone’s clothes.
‘After initial talks so that I could make sketches, I would show the mural designs to the trainers and
asked them what was going on. If what they described corresponded with the picture that was great. But
if it didn’t, we’d all talk about what the aim of the mural was, then listen to the trainers’ advice about
changing the design.’
Illustrator working in Bangladesh

Wall painting
A wall painting (a mural) can be a highly effective visual aid. It can be used to convey health, nutrition and literacy
messages, as well as local information. Ends of buildings in busy public places, such as schools and hospital wards,
are ideal. It is essential to pre-test your design for a mural. Because murals are very public and long lasting, ideally
the whole school-community should decide the content of the mural.

How to make a wall painting
You will need
• paint or coloured chalks
• charcoal
A grid enlarging system may also be helpful (see Enlargements).
What you need to do
1. Make sure that you have permission to use the wall.
2. Decide what message the mural is going to convey.
3. Sketch out your design and pre-test it to check that it is appropriate and effective. Make any changes that may
be necessary
4. Check that the surface of the wall will ‘take’ the paint. Test different types of paint on a small area. The colour and
texture of the wall may change the colour of your paint. It may also absorb the paint very quickly, which means that
you will have to use larger amounts of paint.
5. If possible, wash the wall and allow it to dry.

‘I used a lot of cartoons on my worksheets. The students seemed to prefer a bit of text and then
pictures dotted around the worksheet to make it look attractive. It was important that the writing
was clear - words tended to smudge on the banda (copier) unless you spaced them out and printed
letters rather than doing joined up letters.’
English teacher Zanzibar
6. Mark the outline of your design on the wall using chalk, chalk, charcoal or a thin line of paint.
7. Paint the mural.

Work sheet
A worksheet lists questions or activities for students or trainees to work through. Pre-prepared worksheets can be
used successfully with groups with differing abilities or language skills because each person can work at their own
pace.

How to use worksheets
Worksheets can be used for homework or a revision programme, or they can include further details to be studied
for the next lesson.
They can be photocopied, or copies can be made using a jelly copier or banda machine (see Copying, Chapter 6).
In development work, worksheets can reinforce or remind trainees about a particular message or technique.
Worksheets provide flexibility in the classroom as well as in the workshop, because they can be used individually,
in pairs, or in small groups to facilitate teamwork skills.

How to make a worksheet
You will need
•
•
•

paper or card
copying facilities
a typewriter or clear handwriting

What you need to do
1. Think about the aim of the worksheet. For example, it might be to practise a skill, such as subtraction. Make
sure the worksheet relates to the lesson plan and the syllabus.
2. Make a draft copy first, to check that you have included everything.
Write clear instructions at the top of the sheet. Leave space for students to write their names at the top of the sheet.
If necessary, leave enough space for students to write their answers or observations on the sheet.
3. Produce the final version. Write clearly or type it. Draw any diagrams or pictures clearly.
As worksheets are not durable, keep the master copy (or carbon) in a safe, dry place.

Our School....................................................................................
Name..............................................................................................
Fill in the answers to the questions below:
1. How many classes are there?........................
2. What is the name of the head teacher?....................................
3. What colour is the school uniform?..........................................
4. What is the school motto?.......................................................
5. Draw the school badge in the space below?

Flashcard
Flashcards are small cards with a picture or symbol on them used both in teaching and
in development work. In the classroom, flashcards are commonly used to teach reading.
A picture, for example, of an elephant may be drawn or stuck on a card and the word
‘elephant’ written underneath it or on a different card. The students are encouraged to
associate the pictures and the words through various ‘look and say’ activities and games,
for example, Kim’s game, Pairs, and so on.
In teaching and development work, flashcards may have pictures symbols drawn or
painted on them. They are particularly useful for stimulating discussion in small groups, as
well as for sharing information and reminding people of a recommended process with
posters, research the local situation and pre-test them.

How to make flashcards
Flashcards can be various sizes depending on their use. For small groups, they can be
pocket-sized. For large groups, A4 is best.
You will need

Flashcards used to
teach reading

•
•
•
•
•

strong card
marker pens
scissors
glue
pictures (drawn or from magazines)

Flashcards being used to stimulate discussion of health issues
What you need to do
Use simple line drawings, or cut pictures from magazines and glue them onto card. Write the words clearly on the cards
(see Lettering Chapter 6).
For durability and protection, flashcards can be covered with clear plastic or sticky-backed plastic. Keep them in
clearly labelled envelopes, plastic bags or boxes.

How to use flashcards
To use flashcards in a classroom situation, such as learning to read show the picture and the word together. Ask
students to look at the picture and say the word. Then they look at the word and say it again. After presenting a number
of words with pictures that the students already know, ask for volunteers to come out and match pictures and words.
When the students have learnt to read the words, you can divide them into teams and play reading games using the
flashcards.

Overhead transparency
Overhead transparencies (OHTs) are see-through sheets of
plastic, usually A4 size, which have words and/or images written,
typed or drawn on them. OHTs are also called acetates. An
overhead projector (OHP) is an electric light box, which is
used to project the words on the OHTs onto a screen or a
white wall. An overhead projector is an extremely flexible
teaching aid, which is simple to use, and which is available in
many countries.

Flashcards being used to stimulate
discussion of health issues.

‘The main problem with OHTs is that eight times out of ten there is too much writing on them,
so people do not read what is on them.’
Photojournalist, Zimbabwe

How to make overhead transparencies
You will need
•
•

acetate sheets, available from stationery shops
special soluble pens (washable pens - you can wash the writing off) in different colours, or permanent pens

What you need to do
1. Write a draft before you write on the acetate. It is important not to include too much information. Six or seven points
per sheet should be the maximum.
2. Write clearly on the acetate. The letters should be at least 1-cm high. (See Lettering, Chapter 6)
It is also possible to photocopy typed or computer-generated sheets onto special acetates. (It is important to use the
right type of acetate, or the photocopier could be ruined.) Images from books and magazines can be traced onto
acetates too.
Remember to hold OHTs at their edges to avoid fingerprints and scratch marks. Store them in separate, clearly labelled
folders with plain paper between each one. They can also be kept in transparent pockets with lecture notes in a ring
binder file.

How to use overhead transparencies
To use OHTs you will need an overhead projector, an electricity supply, something to use as a screen and a way of
making the room dark.
To ensure that you are confident with overhead transparencies, practise using them before giving your lectures or
training session
· Set up the overhead projector before the students or trainees arrive. Check that the image is in focus.
• Darken the room while using the projector so that the images are clearer.
• Place the OHTs on the projector the right way up.
• To keep the students’ or trainees’ attention when you are introducing a topic which is not on the acetate, either turn
the projector off or cover the acetate with a piece of plain paper.
• To highlight particular information while you are speaking, use a pointer such as a thin stick or a car aerial.
You can also use an overhead projector in the same way that you would use a chalkboard. You can write key points on
an acetate on the projector while you are speaking, to draw attention to them. You can also overlay several acetates on
the projector to build up information. They can be taped down one edge to keep them together
During workshops small groups can list the main points of their discussions on acetates to present to the whole group
at the end of the session.

Case Study – Overhead Transparency
During a trainer’s workshop for community, foresters in Malaysia, the facilitator wanted to show information
about nutrient recycling. To go outside and experiment would have taken too long and perhaps too
complicated. Instead she organised a single session in a room with a power supply, an overhead projector
and blinds.
The facilitator was not familiar with the centre’s projector. So fifteen minutes before the session began she
checked that she knew how to turn the projector on and that her acetates and planned overlays were in
order.
As the information was quite complex, the facilitator tried to build the picture up in stages. As she says:
People understand things better when they see information displayed pictorially. If something is quite
complex try to build up a whole picture a stage at a time using overlays, I was able to explain about nutrient
cycling and the loss of nutrients from soils after logging. For example, my base picture was that of a tree
and its roots in the soil. Then I put an overlay on top, which had arrows showing the nutrient cycle. Finally,
I added another overlay which showed how nutrients are lost if you cut the tree down. There is no doubt
that using the projector helped keep my student’s attention. The overlay technique also helped because it
makes the projected picture more interesting to look at. ‘
When she had shown all the acetates, the facilitator turned the projector off and asked the participants to
put the blinds up to ensure the room cooled down. A question and answer session about the topic helped
to ensure participants had understood the information.

‘Say there’s a malaria outbreak and you want to make a quick leaflet about it. That just doesn’t
work! You need to research what you need to say, do pre-testing to know the information is clear
and only then go ahead with the printing. Most of our pamphlets took two months to develop.’
Graphic artist, Namibia

Pamphet
A pamphlet (also called leaflet) consists of hand-written or printed material about a specific topic.
A pamphlet must be clearly and simply written so that people can understand it easily. It is essential,
therefore, to research your intended readership. Take time to plan and design your pamphlet carefully. The
more pictures it has, and the slimmer it is, the more effective it is likely to be.

How to make a pamphlet

•
•
•
•
•

You will need
paper
a draft of the text you want to use
the illustrations you want to use: photographs, line drawings or cartoons
pens, or a typewriter
glue

What you need to do
1. Decide how many pages you need. A sheet of A4 can make a pamphlet in two ways:
• by making one fold down the middle to make a four-page pamphlet two of these can be stapled
together to make an eight-page pamphlet, and so on)
• by making two folds to produce a six-page pamphlet (see the illustration below)
2. Plan what will go on each page. Remember that people notice the front and back most, so these two
pages should contain the most important information, and be eye-catching. Make sure there are plenty of
illustrations and not too much continuous text.
3. Design each page carefully, and produce a draft for pre-testing.
4. Type or hand write the final version of the text to fit the spaces you have allowed for it. Read it carefully,
and correct any mistakes.

How to fold a sheet of A4 to produce a 6-page pamphlet
5. Position the text on the pages with the illustrations. Check it carefully again. The pamphlet is ready to be printed or
photocopied.
When the pamphlets have been printed, store them in a dry place away from direct sunlight.
Read the relevant sections of Chapter 6 for basic techniques:
Pamphlets are easier to produce if you know how to use and have access to a computer and a desktop publishing
(DTP) program

Newsletter
A newsletter is an informal printed report, which is distributed to members of a particular group in order to share
information. They can be any size, although they are often one sheet of A4 printed on both sides.
A newsletter can be useful to promote good public relations, offering evidence that the school, college or other organisation
is working hard to achieve its targets.
To keep a record of newsletters you have made, punch holes in them and store them in a special file. Printing costs can
be funded through selling advertising space or asking local businesses to sponsor a page. Careful budget control is
necessary.
Like pamphlets, newsletters are easier to produce if you know how to use and have access to a computer and a
desktop publishing (DTP) programme.

How to make a newsletter
You will need
•
•
•
•
•
•
•

paper
glue
draft text, including contributions from others and possibly advertisements
illustrations, line drawings and photographs
a typewriter, or computing equipment
copying or printing facilities
a budget

What you need to do
1. Decide on what is going into the newsletter well in advance of the planned distribution date. The needs of the
intended readers and the resources available have to be taken into account.
2. Contact local printers and/or photocopy suppliers to get prices for the work. Remember that a quote (quotation) is
a fixed price but an estimate is not. They can also give advice on the cost of different options, for example line drawings
may be cheaper to print than photographs.
3. Draw up a schedule with deadlines for copy (articles, features, letters, advertisements), artwork (pictures, photographs,
cartoons), proofs (draft copies) and the final version. If other members of the group have been asked to submit copy,
or outside experts have been commissioned, they should be given ample time. Let everyone concerned know what the
schedule dates are.
4. Decide on an appropriate and attractive layout with colleagues, students or trainees.
5. Write clear headlines and make the captions large enough to be easily read. Use pictures that tell a story and try to
keep all text brief.
When writing news items or features answer the questions:
Who? What? Where? When? Why? How?
Keep feature items to one page.
List the contents near the front.

Plan for a 4-page newsletter
6. When all the elements are ready, physically arrange the separate items on the pages. When everyone is
satisfied with the page, paste it up, that is, glue the items onto the paper.
7. The pasted version can be either photocopied or typeset and printed.
‘The first time I made a cartoon picture was to fill a small space in the magazine we were working
on. It had four panels and I noticed that people did not know how to read it. They looked at the last
picture and laughed, and then looked at the picture beside it - so it was impossible for them to
understand the story.’
Graphic designer Solomon Islands

Cartoon
A cartoon is a simple picture of an amusing situation; sometimes it is a satirical comment on a serious or topical issue.
A strip cartoon is a sequence of framed drawings, which tell a story. Both types are to be found in newspapers,
magazines and leaflets. In development situations a cartoon is a method of conveying a specific message. What is
important is that:
• the message or story must be simple
• people realise that the story must be read in a certain sequence to understand it.

How to make a cartoon
You will need
•
•
•

scrap paper
good quality paper
pencils and/or a fine-nibbed ink or graphic design pen (for example, Rotring)

What you need to do
1. Think carefully about the message you are going to convey. Many of the most effective cartoons are simple
pictures, which convey meaning at a glance.
2. Try different ways of illustrating your message on scraps of paper until you have isolated the main ideas.
3. Pre-test your ideas with your colleagues and a sample of the intended readers.
4. Draw the final version on good quality paper.

Useful tips
When designing a strip cartoon, it is helpful to number each picture to show readers, which picture to look at next.
If your audience is unlikely to recognise numbers, you will need to use arrows or another convention to show in which
order the pictures should be looked at. Pre-testing can help you to find out which symbol will be the most easily
understood. Remember also that many languages are read from right to left, so this will then be the natural way to
look at a cartoon strip. If your readers are not accustomed to seeing cartoons, they may not understand the speech
bubble convention. In Nepal pre- testing revealed that many people thought that the speech bubble was garlic,
because of its shape. In such a situation, you could write the words as a caption underneath the cartoon.
In some countries cartoons may be a locally used form of communication. If so, your cartoons will be more
effective if you become familiar with the local style and use it.

‘We were producing a booklet and decided to explain some. The complicated ecological problems by using
simple cartoons. The problem was that sea turtles’ eggs in the hatchery must not be turned because this
spoils the development of the embryo. We illustrated this by three cartoon drawings of the inside of an egg.
In the first you could see a turtle sleeping comfortably in a hammock (the type the conservation park
workers used during patrols). The next had a person twisting the egg, which made the turtle fall out of the
hammock. And the third cartoon was of the turtle having his head bandaged. It was simple, but the message
seemed to be clear to everyone.’
Conservation adviser Thailand

How to use cartoons
Cartoon pictures can enable people to discuss sensitive issues and so are useful for teaching and training.
Listening skills in the language class can be extended and developed using cartoon strips. You can read out a description
of something, which needs to be drawn in sequence, each part in a separate frame. Ask the students to listen carefully,
while you read the piece two or three times. Then ask them to draw what they have heard. You could provide a template
with a number of ready drawn frames for them to fill in. You could do this with two separate groups and ask the students
to discuss what they see in the picture. You can then evaluate how well they have understood the piece you read.
Cartoon strips can be used to teach sequencing and ordering to students. Find, or draw, a cartoon strip with between
three and eight separate frames. Cut out each frame and rearrange them so that they are in the wrong order. Stick them
down in the new order and make one copy for each group. Ask them to cut each frame out and put them in the correct
order. Before you do this, show the students an example on the chalkboard of pictures in the wrong order and ask them
to put them in the correct sequence.
The above exercise can also be used in a workshop or training session, using a topic related to the subject of the
workshop or session. As it encourages discussion and team decision-making, it can be introduced as an ice-breaker.
The less obvious the order, the more interactive the process will be as each group may suggest different answers. This
creates an opportunity for each group to explain their answers and defend their position.
If the cartoon is to be used as a discussion starter with a group, either
• make one large cartoon (using enlargement techniques - see Chapter 6, and protect it with plastic
or
• make a small one and copy it for distribution using either a photocopier or a jelly copier (Chapter 6).

Comic story books
A comic storybook is a useful visual aid for communicating a complicated topic (for example, why you need to protect
your sea resources) in the classroom or a training session. It might have six frames (a frame is a small cartoon picture,
which tells a part of the comic story), or it could have more than a hundred.
The best comic storybooks have a clear beginning, middle and end, and are relevant to the local situation. As with
cartoons, it is important to think carefully about what message you wish to convey and the length of the story. Then
develop a story, which makes the message clear for the people who will read it. Pre-test it with local people.
You could practise creating a comic storybook by translating a well-known story into cartoon form. Decide which are
the important parts of the story and fit them into a limited number of squares.
Readers who lack confidence and those who are not literate often prefer to look at comics.

‘I was asked to make a comic about population growth for development
education NGO. With my counterparts we developed the story of ‘Elsie
and Jake’ who had hundreds of children. Their story line borrowed the
traditional local belief that babies were found under stones. Despite
the delicate subject matter, the comic war non-controversial, so it had
a wide readership. The comic worked well because it made people laugh
as they recognised their own problems and those that very large families
experience.’
Graphic artist Solomon Islands

How to make a comic story book

•
•
•
•
•

You will need
scrap paper to sketch your ideas
good quality paper to draw the final cartoons
A3 size paper: some scrap for designing the book, and some good quality for the final version
pencils and a fine-nibbed ink or graphic design pen (for example, Rotring)
photocopying facilities

What you need to do
1. Decide on the story, or stories, you want to include in the book.
2. Plan the stories roughly on some A3 size scrap paper. Fold in it half to form a book. You will need to be sure that the
stories fit on the pages. Decide how long the book will be - four pages eight pages, or more? Remember that you will
need to leave space for the titles of the stories.
3. Sketch your stories in their frames and position them on the rough pages. Follow the instructions for making cartoons
on
4. Pre-test the book, and make any changes necessary.
5. Produce the final drawings in ink and position them on the good quality paper with the lettering for the titles.
Remember to number the pages.
6. Photocopy the book for distribution.
You do not need great artistic ability to draw cartoons. However, if you want to make a comic story book then you or
a colleague need to be able to draw simple, amusing pictures.

Photo story
As in a comic book, a photo story tells a story using a sequence of pictures in frames, but in this case the pictures are
photographs. Speech is indicated by words in speech bubbles coming from the characters’ mouths, or with captions
and linking sentences between frames. Photo stories are particularly useful for teaching and training because they use
realistic images and scenes to present difficult or culturally sensitive information. They have emotional appeal because
facial expressions and, therefore, personal feelings can be conveyed. They have been very successful in South America
and for AIDS awareness in South Africa.
Photo stories are quite complex to make, you will need some experience of taking photographs to do it successfully.
You will a need to budget carefully, as photo stories can be expensive to produce.

How to make a photo story
•
•
•
•
•

You will need
a camera
a flash
different lenses
a tripod
film - black and white film is better than colour if you intend to photocopy the photo story, and it is also cheaper
if you intend t print the story

a large piece of paper - to draw the storyboard
office equipment - stapler, and so on
typewriter-word processor - to type out captions
suitable props (chairs, tables, food, and so on)
appropriate locations (house, school, park, marketplace)
actors and actresses (or students / people prepared to enact scenes)
a planned budget for:
- printing or photocopying costs
- film processing
- distribution

•
•
•
•
•
•
•

What you need to do
1. Decide what the message or topic of the photo story will be. You can involve your students or group in choosing a
topic, which is important to them, and in planning how the story should be told.
Your project may need to provide information about caring for health or the environment. You may want to raise
issues and be thought provoking about social and political subjects, such as domestic violence, teenage pregnancy or
land rights. Choose a short title for the photo story, which reflects that message, for example, ‘The killer disease’.
2. Make a storyboard. This is a plan of each page of the photo story, which tells the actors and photographer what
each photo will show. Underneath write the caption or the words the character will speak.
If you can, buy a few copies of commercially-produced photo- comics to give you ideas. Spend as much time as
possible thinking about and revising the storyboard to make sure your photo story tells a story, and has a beginning, a
middle and an end.

To make the storyboard:
a. Draw a series of square boxes in the order you expect the final photo story to be (for example, six to nine frames
to a page of A4).
b. Write a description of the scene, if you find it too difficult to draw.
c. Decide what text is required including speech, explanations and linking sentences. See 3 below.
A storyboard conveys what you want to achieve so it is essential to make one, particularly if someone else-is taking
the photographs. Check that each picture makes a definite point and that the whole photo story is not too long.
3. Decide how many pictures will need to be taken to advance the story, and what each should show. The number
you choose will depend on how many pictures you can fit onto an A5 or A4 page (not more than nine). Remember to
put in some close-up shots of the characters when they are just thinking - their thoughts can be written in a ‘bubble’.
This will make the photo story look more varied and interesting than just using distance shots.
4. Decide what text will be required. Some text will be speech bubbles to show what individual characters think or
say. Remember that the words should reflect the character: if, for example, your character is a teenager from a city, or
a grandmother from a rural village, choose words which such a person would really use. Otherwise readers will not
believe your story.
Other text, such as a short sentence which explains what is happening or which helps link the story to the next
photograph will be shown at the bottom of each picture.
5. Pre-test the story board before the photographs are taken.
6. Now arrange the ‘shoot’. This is the session during which the photographs are taken. It may be necessary to have
two or m shoots, especially if day and night scenes and different locations are included.
Development workers will need to find people to act out the scenes: friends, members of the local community.
Teachers can ask for students to volunteer. The story will need to be explained to them.
You will also need to take decisions about hairstyles, make-up and so on. Them has to be a ‘director’, (yourself, a
student or a trainee) who organises the way the people stand, sit or lie, including their facial expressions for each
scene.
You will also need to collect the props, such as tables, chairs, and so on.
Once you have ‘actors’, the location for the shoot and the props, you can start to take the photographs. The tips over
the page will help you to avoid problems when taking photographs.
‘Even if you have asked a professional or good amateur photographer to help, you should still check
each image is the way you want it, by looking through the viewfinder before the photos ore taken. This
way you can serve time and expense by minimising wasted shots.’
Journalist Mexico

‘A tripod for your camera is a must if the shots are to be clear and sharp. Your readership may find the photographs
clearer if you cut the important figures and items out, removing confusing detail. Background features can be
drawn in.’
Secondary school teacher Mexico
7. Arranging the photo story. When the photos have been developed you need to select those you will use and arrange them
in chronological story order, preferably numbering each photo. Then add the relevant text. If you have a very limited
budget, photocopy the photo story (it will reproduce much better if you used black and white film) or talk to a printing
company about printing it. In general small quantities are more expensive to print per copy than large numbers.
When making the photo story you will need to remind people how to hold photos - with clean hands at the edge - and
discourage anyone from using pens to point out details.
Remember to give the photo story a title and to credit everyone involved in making it.

A photo story about family planning

Useful tips
•

•
•
•

Automatic camera users often find the difference between black- and white-skinned people makes photos very fuzzy (it
can even spoil a picture of a dark-skinned person wearing a pale T-shirt). To avoid this, use fill-in flash by putting your
camera onto flash mode. Be careful to change camera settings to suit the light.
If the weather is overcast your pictures can look gloomy. This problem can be solved by using a polarised filter.
Inside houses or in a forested area you may find photos are too dark unless you use fill-in flash.
Be aware that expensive camera equipment can be easily spoilt by heat, cold, humidity, rain, boat journeys and poor
handling. Cameras do get stolen and can be hard to replace, especially if they have not been insured. One way to avoid
this problem is to use so-called ‘disposable’ cameras (some are even waterproof) which are available in many pharmacies.
‘There are several possible close-up shots, so decide which one you want - the basic face, head and
shoulders or the whole body. The classic development photo is taken with a wide-angle lens and has
a person in the foreground doing something, plus context, for example, an old man hoeing a field.
Always take several pictures of ‘scenes’ you really want because what you photographed may not
always be what you thought you photographed. Also you may have used the wrong settings and
been out of focus, though this won’t happen if you are using an automatic camera.’
Photographer, South Africa

How to use a photo story
Photo stories are very popular in schools. They can be made by the students themselves and can be put in the class or
school library. Photo stories that deal with community issues can be used with groups in development work.

4. Visual aids which summarise complex information
Rainfall in Uboma
The visual aids in this chapter can help you to convey complex information effectively. They are ranked according to
how commonly they are used and how simple they are to make, beginning with the easiest and most familiar. Remember
that Chapter 1 can help you decide which visual aid to make.
All the visual aids, which follow, can be used in a variety of teaching and training contexts, with large or small groups.
Charts, graphs and some of the calendars described can be made in less than an hour. Visual aids made of paper are
easy to transport and can be made more durable by covering with clear plastic.
Maths lessons are generally where students first learn to make bar charts, line graphs and other diagrams. However,
these charts can be used in other lessons, such as geography, science and language to record, evaluate and then to
discuss information.

Bar chart
Bar charts are diagrams, which summarise information about quantities and time in a visual way. They can be used to
help people to understand quite complex information. Bar charts are made up of two types or sets of data. For
example, in the bar chart on the left, rainfall per month is data set 1 and the months of the year are data set 2. The two
sets of data are arranged on the graph grid to allow comparisons and conclusions to be drawn.
Bar charts can be used to show differences between many items one time, such as the price of different items in a
shopping basket.

Total price of
shopping basket

The chart above allows people to see at a glance, which item is the most expensive and which item is the
cheapest.
‘Bar charts are a useful method to teach students to use, so that they learn how to present information.
For example, we had a project to measure rainfall and after discussions decided it was best to represent it
with the amount of rain (shown in millimetres) on the vertical axis and the months on the horizontal axis.’
Maths teacher Tanzania
Bar charts can also show the changes in one item over a period of time, such as the difference in price of the whole
shopping basket over one year.

Prices in
Pulas

Months

The individual columns can also be divided to compare the size of the component parts, which make up the total length
of the column. For example, in the bar chart above showing the changes in the price of the whole shopping basket per
month, the columns showing the total shopping basket could be sub-divided to show how much the individual foods
cost. Such a chart would be a simple visual summary of a large amount of related information. Bar charts can be made
while the data is being collected. For example, if the class is recording the price of bananas at the end of each month,
then the column for each month can be drawn as the data is recorded.

How to make a bar chart
You will need
•
•
•
•

data to plot on the chart
a ruler
lined paper or graph paper
coloured pens or crayons

What you need to do
1. Collate all the data you want to show on the bar chart.
2. Draw the axes of the graph and choose the most appropriate scales for the horizontal and vertical axes. Bar charts
have vertical columns. Time is usually shown on the horizontal axis. Your scale must be appropriate for the size of the
paper or chalkboard you are using. For example, if you want to show different distances ranging from 9 km to 25 km,
you could use a scale of 1 cm = 1 km. However, if your distances range from 200 km to 800 km, a scale of 1 cm = 100
km would be better. All scales using numbers must start at zero. If you do not have any graph paper, you can draw your
own grid on most surfaces, including a chalkboard. Remember to put the numbers on the lines of the grid, and not in the
squares.
3. Plot your data on the chart. For each division on the horizontal axis, plot the corresponding value on the vertical axis
and draw vertical column. Do this for all the data. If your chart is on graph paper, use dark or bright colours for the bars
so that students can see them clearly without being confused by the grid lines on the graph paper.
4. Give the chart a title, label all the axes clearly and include a key if necessary. A key explains any abbreviations,
colouring or shading you have used.

How to use bar charts
Bar charts are used to compare like with like, that is to display comparable data in a visual way that is easy to
understand. They can show very simple data, as well as quite complex data, so in the classroom they can be used with
both younger classes and older students. For example, primary school classes can make a bar chart, which compares
the number of girls and boys in the class. First count the total number of girls, and then count the total number of boys.
Show the results on a bar chart where the horizontal axis shows ‘girls’ and ‘boys’, and the vertical axis has a scale for
the total number. A slightly more complex chart could compare the number of brothers and sisters the pupils in the class
have.
Secondary level students can use bar charts to display information in a range of subjects. For example, in agricultural
science they could show the number of centimetres a crop grows each week, or in geography they could count the
number of cars passing the market each hour on a given day.

Case Study – Bar Charts
A primary school science class in East Africa had been recording the work that they had been doing using charts and
graphs. The teacher wanted to show the pupils the need for recording information clearly, they importance of gaining the
necessary skills and how to see patterns and draw conclusions from the data.
In one experiment, the students made a chart where they measured the progress of tortoises on different surfaces.
When asked, some students thought that a tortoise might move faster on a rough surface than on a smooth one. They
worked in pairs or groups of three and timed the movement of tortoises on a variety of surfaces. The data was then put
on a chart. The teacher asked them to look at the data and draw some conclusions.
Throughout, the teacher guided the students with their work and helped them to make decisions as to which kind of
chart to choose, with symbols, how wide each column should be and so on. There was great deal of discussion about
the process.
When the charts were completed they were displayed on the wall for pupils from other classes to see. These classes
asked the students questions about the data and then asked their teachers if they could carry out research and make
similar charts.

‘There are certain conventions with graphing, so usually the time period is on the horizontal axis and the
measurement on the vertical. Line graphs are great for comparing different temperatures. Each day you
record the temperature and mark it with a dot. As more dots are put on the graph you can join them up.’
Teacher trainer; Ghana
In development work, bar charts can be used to summarise data about a project, both its administration and its output,
for example the number of farmers participating in extension workshops each month, or the amount of money spent by
the project each month. Another important way to use bar charts in development work is to collate and display
information gathered during participatory appraisals (see Calendars).

Line graph
A line graph is useful to mow change over a period of time, for example, the growth of a seed, the rise and fall of
supply, price, quantity, etc. Sharp movements are indicated by troughs or peaks in the line. A line graph can also be
used to illustrate data gathered over a long time.
Different coloured lines or lines drawn in different ways can be drawn on the same graph to compare two or more sets
of data. Like bar charts, line graphs can be made as the data is collected.

How to make a line graph
You will need
•
•
•
•

data to plot on the graph
graph paper (or any paper)
coloured pens or crayons
a ruler

What you need to do
1. Collate the data you want to show on the line graph.
2. Draw the vertical and horizontal axes, decide on the scales (Bar charts) and label them, remembering to keep the
lettering horizontal. Label each point with the appropriate figure, date, number, name and so on. You may need to
abbreviate names of days or months, for example.
3. Plot the points from your data, reading off each axis.
4. Join the dots with a smooth line. If the data is discontinuous - for example, you are plotting sales of maize each year
- the sections of line between each point can be straight. If the data is continuous, the-line should gently curve with no
sharp points. Do not make the graph too complicated, especially if it is in one colour only. More than three or four lines
can be confusing - they should be clearly labelled or explained in a key.

Changes in occupation as a
result of the Bangladesh
government’s decentralised
urbanisation policy (based on
recall of grandfathers’ and
fathers’ occupations)

Household
(%)

Year

How to use line graphs
The following is just one example of how to use a line graph in a classroom.
With your class, plant a fast-growing seed, such as a sunflower, in earth. Make sure that it is in the sun and that the
students water it regularly. The students should record the height of the seedling on the same day every week.

Pie chart
A pie chart is a circle divided up into sections or wedges of different sizes by straight lines radiating out from the centre
of the circle. The size of each individual section is in proportion to the total quantity of time, money or object the pie
chart represents. For example, it can illustrate different sources of total annual income for a club or activities in a 24hour period.
Pie charts are useful with different kinds of group and all types of learner. They can be used for teaching, training and
working with communities.

How to make a pie chart
You will need
• data for the pie chart
• paper
• coloured pens or crayons
• a ruler
• string
• a pin
• a pencil
You can also draw the pie chart on a chalkboard, whiteboard or flipchart.
If you have a computer, many software packages contain a graphics option, which generates pie charts from numerical
data.

What you need to do
1. Draw a circle. Follow the instructions on how to draw a circle and Chapter 6. The centre of the circle is where the
pin marks the paper.
2. Lie another piece of string around the edge of the circle and then cut it to exactly the length of the circle’s circumference.
3. Calculate the fraction or percentage of each component to be shown as a section of the circle. For example, let us
say that the string is 20 cm long. The total income of a sewing club is $100. This is represented by the string which is 20
cm long. The income from selling shirts is $15, which is 15% of the total income. Find 15% of the length of the string by
calculating 15% x 20 cm =3 cm. Mark the string 3-cm from one end. Then calculate the percentage for each of the
other components in the same way, and mark the string accordingly.
4. Lie the string around the circle again and each of the marks will show where to draw lines from the edge of the circle
to the centre, dividing it into sections. Each section will then represent the relative importance of different sources of
income for the sewing club.

‘A good way of demonstrating where an amount of money is going, say a country’s gross national production
(GNP) or the costs of a sewing group, is to draw a circle and then using the figures you have, divide the circle
into slices of pie.’
Teacher trainer Ghana
5. Draw in the sections and label them. You could also colour each one and explain the colours in a key. Remember to
give the chart a title to explain what it shows.
Always check that the students or trainees understand the information presented.
Like all visual aids, students or communities can make with or pie charts. The example below illustrates the changes in
crop production of farmers in Ethiopia after resettlement. After a demonstration by the development workers, two literate
farmers drew them.

Pie charts showing crop production before and after resettlement

In this case the pie chart was called an enjera (a local circular, cereal-based dish) and the central point
and sections were drawn freehand to show the rough proportions of different crops.

Map
A map is a flat drawing or representation of an area, such as a village, which shows the location of natural
and man-made features and resources. A map is drawn or made to be smaller than real life, and is not
always to scale.
In development work, a village or community map made by learners or participants in a project can serve
a number of purposes. Communities can think about what resources they lack and plan the most suitable
place to build new resources, such as a well or a school. Mapping can help outsiders to become more
familiar with an area and with the people who live there. The process of making a map can encourage cooperation between people, by jointly assessing their situation and needs. By using and valuing their own
knowledge and perceptions, people may feel encouraged to take action to solve their problems.
Maps drawn by different groups of people in a community, for example by groups of young and old
people, or by people of different ethnic and cultural backgrounds, will reflect differences in their perceptions,
priorities and needs. This may have important consequences for the success of a project. If one group
includes features that another group excludes, this may reveal inequalities in access to and ownership of
resources such as firewood, water, land or institutions, such as schools and shops.

‘Men and women in north-west Pakistan were asked to draw a map of their village showing where they
wanted new hand pumps to be installed. The men marked sites near the mosque and the bazaar (where
women rarely go). The women, who have primary responsibility for collecting water daily for household
use, selected sites near their houses, but which were not in view of public places like the tea shop. If only
the men had been consulted, the new water supply would have been inappropriately located and would
not have had the desired impact of improving health and hygiene and reducing drudgery, because women
would have been reluctant to use the new hand pumps.’
Community development worker; Pakistan

‘Cultural beliefs determined the kind of information that was shown on the map. For example, the
initial maps did not show the position of waterholes and places of initiation until I settled in the
village and some kind of trust was established.’
Demographer; Zimbabwe
Maps can be made to show what an area looked like in the past, to show how a community would like it to look in the
future.
Social mapping is a way of showing on a map all households in a community. This can help to identify the poorer
members of a community, or where different groups live.
However, it is important to be aware that there may be places, which are associated with local traditions, and
religious or cultural practices which villagers may be reluctant to tell outsiders about.
Maps made by students or communities may take several days or weeks to build up, as they gain confidence through
the process. Leave any map with the group you have made it with. If you want to keep a copy, make your own or take
photographs.
Making a map in a classroom can help to teach students about the concept of maps and how to interpret them. It can
help the student to reflect on their own surroundings. For example, they might make a map of the health and safety
hazards in the school compound, village or town, showing features such as busy roads, blind corners, unprotected
water sources, rubbish tips and stagnant ponds where mosquitoes breed. This might be part of a project to protect the
environment or to campaign for road safety measures.
‘I often drew in the dust because it was convenient and to hand - and particularly good for explaining
where something was.’
In-service teacher trainer Zanzibar

How to make a floor map
A floor map can be drawn in dust or mud, drawn with chalk onto cement floor, or drawn on a large sheet of paper
on the floor. Houses, roads and other features can be marked with stones, and so on.
•
•

•

•

You will need
chalk or a stick
objects to make the features of the
village, such as sticks, stones leaves
or fruit
a flat area with plenty of space which
will not be disturbed - it may be
concrete, dust or mud
pen or paper to copy the village map
yourself, or a camera.

Women’s Map

What you need to do
In development work, ask the participants
to draw their village or surrounding area
on the ground, or on a large piece of paper.
Encourage them to think of all the features
and resources they see and use, and to
draw them or represent them with the
objects. You could suggest they start by
walking around the village or area.

Men’s Map

The examples above show how the men and women of Tembomvura drew two different maps of their village. The
men’s map shows the area as it was in the past, with hunting areas marked. The women’s map shows the village as it is
now, with key institutions such as the school, clinic and child-feeding scheme marked. This mapping exercise was useful
because it indicated gender differences in the community.
However, if the purpose of the map is to provide the most comprehensive and accurate representation of an area, a
range of informants should be consulted to check the information contained in a map.
Making maps in the classroom can often form part of project work in many subjects, including biology, geography and
environmental science. To make a map of health and safety hazards, for example, groups or pairs of students can go on
a walk to collect data for the map. Each group or pair could visit a different part of the school or village, make rough
sketches and note any health hazards they see and where they are located. When they get back to the classroom, the
map can be made.

How to make a wall map
A wall map is a flat representation of all or part of the earth’s surface showing the natural and man-made features, such
as rivers and cities. It can be hung on a wall and is useful in classrooms or other formal teaching settings. Wall maps can
be purchased ready printed.
Maps of individual countries, regions or districts are usually available from tourist, airline and government offices. Maps
that need to be kept for future use should be rolled up and stored in a dry place.

You will need
•
•

large sheets of paper or card
coloured pens or crayons

What you need to do
1. Draw the outline of the map on a large sheet of strong paper card.
2. Mark the position of important places (for example, use dots to mark the position of towns and villages). Print
the names of the places on small pieces of coloured card. Put these horizontally o the map so that they are easy to
read. Include essential information, but make sure you do not overcrowd the map.

How to make a three dimensional map
A three-dimensional map is a model, which shows the contours, t height and depth of features, both natural and
man-made, of an area. If you are not experienced in making this type of map, ask the arts and crafts teacher for
assistance.
You will need
• a piece of plywood or linoleum to form the base of the map
• a variety of different materials to make the features on the map
• paper, cardboard, egg boxes, foil, tin lids, bottle tops and caps cloth, matchboxes, shells, stones, sand, paint,
wood shavings and so on
• papier mache (see Chapter 6)
The students or trainees can ask local shopkeepers and artisans for junk and remnants of any materials they use.
Everything needs to be stored in separate boxes and bags, and labelled.

What you need to do
1. Make a base for the map by cutting a large square or rectangle from a piece of plywood or linoleum.
2. Ask the students or trainees to discuss the relief map they wan You can provide information and / or resources
where needed.
3. Make a rough sketch to show the position of all the features to be included (for example, where the river flows,
hills, houses, and so on).
If the students want the model to be roughly to scale, make a simple sketch of the features on squared graph paper of
the same size as the plywood base.
Give each sketched figure an appropriate size when compared with another feature, so that, for instance, the houses
are smaller than the hill, the river is narrower than the hill, and so on. Use the sketch as a guide for the papier mache
features.
The students might also want to mark the compass points - north, south, east, and west - on the model.
4. Make the papier mache (see Chapter 6).
5. Use the papier mache to create landscape features on the base board, for example, a mound to make a mountain.
You can paint and varnish these as you wish.
‘Papier mache is especially good for the background of a 3-D map. A landscape can be made with
unwanted packets or built up with newspaper. Use twigs for trees and stones for rocks. An egg box strip
doubles for hills, a blown up balloon with papier mache pasted over can make a mound. Screwed up paper
cello-taped in place and then covered with papier mache makes a hill, while a lid can make a good lake,
especially if you put stones and sand around its edge.’
Art and craft teacher; Bhutan
6. The students can then add the other features, following their planned layout, using the materials they have collected,
such twigs for trees, ribbon for rivers, and so on.
Encourage the students to keep the map as simple as possible.

Floors end the ground as visual aids
Floors made of earth, sand, mud and
concrete can make excellent bases for
visual aids. They are particularly useful
if there are no large sheets of paper
available or if the local people are not
comfortable using paper and pens.
Using the ground can also ensure that
the class or large group (or community)
is able to see and contribute to the
teaching, training or participatory
session. You should ask permission
before marking floors.
A group of Indian men producing a map on the ground, using stones,
seeds, sticks and sand to represent features and buildings

‘We asked people to chart the foods which they used to eat and foods they ate now. In one row
people put foods - green banana, mango, pawpaw, cabbage and egg as well as symbols (Like a
pebble or the shape scratched in the soil) for chicken and goat meat. People then discussed how
their diet had changed.’
Community adviser Uganda
You will need
•
•

a concrete or compacted dirt floor
chalk, charcoal, a burnt stick or a sharp stick with which to mark the floor

To make a written record you will also need
• paper
• pens
You can use the floor and other surfaces to illustrate the design a particular building.
‘It was a problem finding enough pegs to mark out building plans. But it was important the students
learnt how to mark out awkwardly shaped buildings, and not just the square ones. if the students
did spend time finding pegs, the ground was usually so hard it was difficult to knock them into the
soil. Instead the students used to draw out plans to scale using chalk on the workshop floor. It was
a lot quicker and a lot cooler! Afterwards they’d copy the designs into their notebooks.’
Building instructor Kenya

Dry ground
Dry ground is good when you are working with a large group because you don’t need any special equipment. It is
particular good for displaying commonly used grown or eaten products when discussing nutrition.

Sand and wet ground (mud)
Damp sand and mud are excellent for drawing on because they can hold an indent, which is more visual than lines
on a flat piece of concrete. You can also erase mistakes and re-draw easily. A sharp stick is effective as a writing
tool.
Sand is especially useful if you want to clarify points when but something from a design.
‘During the nitty-gritty of making a cage, I would draw a diagram (almost a pattern) of a cage on
the sand. Sometimes the villagers would draw the design. The idea was to check that the message
was clear You must do that, especially if you are explaining the same information to different
villages, as it is easy to forget the problems you faced when first learning about the design process.’
Coastal aquaculture development officer; Solomon Islands
When students are learning to write, sand is extremely useful f them to learn how to form the letters and then words.
They ca also draw pictures in the sand to match the words they write.
‘During a health workshop in a very rural area I was playing with a stick in the sand. One of the
women from the clinic came up to me and said ‘I do that! I always draw my health education stories
in the sand.’
Graphic designer Namibia

Calendar
A calendar is a symbolic representation of events over a period of time. Making a calendar, such as a seasonal
calendar, with a community is a development technique for collecting data. That data can then be displayed as a bar
chart or line graph.
A wide variety of calendars, like the time trend or events calendars are used by teachers and participatory approach
practitioners working with communities. These approaches may appear simple. However, they need a great deal of
preparation. You also need to develop trust between yourself and the local people. It is important that the teacher or
trainer is aware that the purpose of this process is for the local people to reveal their concerns. These concerns may
prove to be very different from those that were anticipated. In primary schools, calendars can be made by the students
to show the days of the week and the months of the year. The students can write in their birthdays and important
festivals. In secondary school to record the changing features of their lives over a period of time.

There are several types of calendar:
• weather calendar
• seasonal calendar
• time trend, or events, calendar

How to make a weather (for primary schools)
You will need
•
•
•

two large sheets of white card or strong paper
a pencil or pen and crayons
a ruler

What you need to do
1. Draw fourteen large squares on the card: seven on the top and seven on the bottom. Write Sunday, Monday, and so
on in the squares on the top.
2. On the side of the paper write ‘Morning’ next to the top squares and ‘Afternoon’ next to the bottom squares.
3. Draw symbols for each type of weather on a separate piece of paper as a key. Use symbols the students will
recognise, such as a yellow circle with rays coming from it for the sun.

How to use a weather calendar
The children observe the weather in the morning and the afternoon every day of a given week. They can take it in turns
to draw in the correct symbol in the appropriate square.

This weekly calendar can be used to collect different types of information. If you want to make a monthly calendar,
draw up a chart with thirty-one squares.

How to make a seasonal calendar (for secondary schools and development work)
A seasonal calendar is a visual record of the main activities and events, which happen during the year for an
individual, a household, a school or a community.
In development work, a seasonal calendar can be used to summarise all or some of the things that have an impact
on people’s lives. It can help to build up research knowledge about an area, especially if there is little formal data,
and to identify problems and opportunities for solving problems. A seasonal calendar can show the times of the year
when people face the greatest difficulty, for example when food is the most scarce just before the main harvest, or
perhaps when sections of the community are not so busy and could engage in income-generating activities.
Seasonal calendars can contain information about the following:
• climate (rainfall and temperature)
• cropping patterns
• human diseases (when they occur and when they are most serious)
• livestock breeding, feeding and management activities and disease patterns
• crop pests and diseases
• labour demand for men, women and children
• fluctuations in prices of staple goods and times of greatest debt
• social and religious events and ceremonies
• diet changes and food shortages
• surpluses
• water sources used at different times of the year.

When making a seasonal calendar, remember that some of the data collected, such as rainfall and temperature, will be
relative and not absolute. For example, if a village is recording rainfall patterns on a seasonal calendar, the data may
show quite clearly that in December it rains much more than in July. It will not, however, show the actual amount it rained
each month. A seasonal calendar enables valid comparisons to be made without the need for accurate, formal statistics,
which are often not available. Seasonal calendars usually show eighteen months of data because a twelve- month
calendar will not reveal the full cycle of seasonal patterns such as planting and harvesting.
You will need
•
•
•

large sheets of paper or card
pens
a checklist of questions based on preliminary discussions, observations and a review of secondary data

What you need to do
1. Ask people to gather round in a semi-circle, and ask someone to draw a long, horizontal axis on a large piece of
paper, or on the ground. Alternatively, you could use a stick or bamboo for the axis.
2. Mark divisions on the axis, for example, months or years.
3. If, for example, you wanted the calendar to show rainfall patterns from month to month, you can use columns of
seeds or pebbles placed along the axis to show the relative amounts of rainfall each month. Agricultural activities can be
shown using the appropriate materials (such as coffee beans to indicate when coffee is planted and harvested), but this
can become complex.
Verbal cross-checking can take place at the end of the exercise. Different groups do have different responsibilities and
roles, so it is important to enable all community members-to contribute their views in order to gain a comprehensive
picture. For example, if you are planning a health project, consult older people and children because they are more
vulnerable to disease and fall ill more often than young and middle-aged adults.
Seasonal calendars can be made in a school setting to explore a specific topic, such as weather changes over the year,
and to collect data to be used for making bar charts.
The following guidelines will help you to collect data for different seasonal calendars.
‘To examine the prevalence of particular diseases during certain seasons, the groups were asked
to rank each disease on a scale of one to ten (using seeds), according to the frequency of occurrence
of the disease during a particular season. The information was used to design a local seasonal
disease calendar.’
Demographer, Zimbabwe

Rainfall
To find out about rainfall patterns, you can ask farmers for the estimates of the number of days of rainfall per month
in a ‘normal’ year. Alternatively, you can ask which is the wettest month, the next wettest, the driest and so on, to
build up a picture.
‘Kirmet’
Days
of
Rainfall

‘Belg’

Months
However, the use of months as a time period may not be appropriate. In this case, establish key events (religious
festivals, traditional ceremonies, and so on) to gauge the time of year being discussed. Then crosscheck against
secondary data (that is, government meteorological statistics, etc., for the area).
Leave the original calendar with the people who made it. For you own records, take slides or photographs and make
a copy in your notebook. Large versions can be prepared on paper for presenting to the school and / or community
to check whether they agree with the interpretation placed on their answers and discussions.

Crop patterns
You can ask when crops are planted and harvested and also find out the relative importance of each crop. This can be
shown by building up vertical columns of seeds, for example, in relation to the relative size of the crop (the horizontal
length spans the months that a particular crop is under cultivation). Common pests and plant diseases can be recorded
in this way too, according to when they are most prevalent and destructive, and which crops are most affected. Rain fed
and irrigated crops can be documented separately.

Labour demand
First, ask which month has the highest labour requirement, the next highest,
and so on, for the four busiest months. Then ask which month requires the
lowest amount of labour, then the next lowest, and so on (the four quietest
months). For the remaining months, ask the farmers to compare them to
each other, two months at a time. Discuss the final diagram and ask them to
correct any mistakes.
Further detail can be obtained by establishing activity calendars for
agricultural and non-agricultural activities. It is very important that this type
of calendar drawing exercise is carried out with men, women and children,
and with different socio-economic groups in the village. In this way you will
be able to establish how labour constraints and surpluses affect people
differently. It is vital to ensure that development interventions do not make
assumptions about the availability of labour for community projects.
Rain fed crop calendar Abicho Ethiopia

Case Study – Seasonal Calendar
In a village in Ghana, villagers felt angry that the Ministry of Agriculture seemed to have ignored requests to come and
help them improve their cash crops. The last cocoa crop had been very poor. When an agricultural extension officer went
home on leave, he saw that the problem was not just about crop yields. There was too little fertile ground close to the
village and there were many more people living in the area than ten years before. The extension officer had attended a
workshop where he had been shown how participatory rural appraisal (PRA) techniques could be used. After discussion
with his family and some of the elders he thought the approach might work well at his village.
Organising a PRA visit took a long time, but because the agricultural extension officer had explained the process to the
leaders in the village, the villagers were pleased when the team arrived. There were several ‘experts’ from the city and
overseas in the team. Instead of going on a walk through the village and plantations, handing over crop medicines and
leaving before dusk, the outsiders introduced themselves and sat down and talked. They asked when people in the village
were less busy, and suggested that this would be the best time to have their first meeting.
It was nighttime when the first mapping session was held and nearly everyone from the village was there. There was
some light from the moon, but kerosene lights were also being used. One of the visitors asked if someone would mark the
village road by scratching its course using a stick. Then everyone was asked to mark their houses. The first few used the
stick, making a cross mark on the dusty ground, but it was hard for everyone to see. One old woman joked they should use
stones for the houses and seeds for the kitchens. Everyone laughed but decided it was a good idea. Then someone
suggested the church should be put on the map, another person wanted the school building marked out, and another their
copra shed...
Gradually a really good map of the area was made showing every house, kitchen, animal shed, water source, path and
field. To a stranger it would have just looked like a drawing on the ground with lots of leaves, fruit, nuts, shells and twigs
crossing it.
Over the next few weeks the villagers spent many hours talking with the extension workers. They created seasonal
calendars and other diagrams to show the patterns of cocoa growing, agricultural and non-agricultural work, and the
timing of the work needed in the cocoa plantations.
Once the villagers started to discuss the final calendar, they realised that although they had known about some problems
which affected the poor cocoa crop, there were in fact other factors which were related but which, until then, had not
been considered a part of the problem. There were three main problems with the cocoa crop: at the time the cocoa
plantations needed most work, the men were working in the nearby town and had no time to cultivate the cash crop, the
women were too busy in their own vegetable and food gardens and could not spare the time to walk the five miles to the
cocoa plantation and back every day, and lastly that the dispute over payment for the fertiliser and pesticides for the cocoa
crop meant that these had not been bought.
It was clear that they could not solve all of these problems - the men needed the money from the work in town at that time
of the year and the cocoa plantation could not be moved closer to the village, because there was no fertile land available
there. The older women in the village wanted to form groups and start small businesses, selling some of their vegetable
produce and the baskets that most older women weave in the evenings, in order to supplement the family cash income.
Although the women did not know how they would be able to get the money to start these projects, this idea was well
received.

For example, if women are working hard weeding and hoeing crops at a time of year when men are not engaged in any
activity, the introduction of a project which would depend on women (for example, food processing) would increase the
burden on women, while doing nothing to address the problem of seasonal male unemployment.

Diet
Ask what food is normally eaten and how many meals are consumed. Then ask if the number of meals are ever reduced
and, if so, when. Ask which foods, if any, are not available at certain times of the year. It is important to gauge differences
between members of one household, as well as between households themselves.

Health
Diseases and their seasonal variations can be established by asking when, for example, malaria and diarrhoea are most
severe. This can be either according to month, rainfall or farm activity. Bar charts can then be used to illustrate this
information.
Finally, all the components of the seasonal calendar can be collated by students in the classroom or with the participation
of the community in development work. Their local situation can then be analysed. This can be the starting point for
action to be taken by the students and / or the community if required, for example, draining stagnant pools before the
rainy season to prevent malaria.
‘An events calendar is a widely used way of trying to find the ages of children.’
Doctor; Kenya

How to make a time trend calendar
A time trend calendar (also called an events calendar) aims to record major events and to help establish a record of
changes over time. Use time trends to record historical differences, for example, environmental changes, choice of
crops or staple diet. Talking with the older generation in a village is an extremely useful method of finding information
in order to develop a time trend. Students could interview the elders for such a project.

•
•
•

You will need
flat ground or floor
objects to represent events (stones, and so on)
paper and pens for making a permanent copy

What you need to do
1. Mark a horizontal or vertical axis on the ground. Divide it into equal sections, each one representing a year.
2. Build up an historical profile by asking people whether, for example, certain crops were being cultivated when a
typhoon or other major natural disaster occurred.
Use secondary data and records of important events or dates marked on buildings as reference points. Ask questions,
such as, ‘Did this start before the school, clinic, and so on, was built or afterwards?’
3. Mark the events on the axis using different objects to represent different events, or types of event.
4. For an accurate record, check information with as many informants as possible.

Flow diagram
Flow diagrams show successive movements step-by-step through a process from start to finish. They can be used to
explain processes, such as how to make water safe to drink. They can be useful to students or communities to analyse
the causes and effects of problems, and to suggest solutions (when they may also be called problem and objective
trees). Flow diagrams record inter- connections, knock-on effects and help find the root cause of particular problems.
Flow diagrams can be made by students or by trainees during a group training session. They need to be pre-tested
rigorously before being presented.

How to make a flow diagram

•
•
•

You will need
paper
pens
a checklist of questions to ask about a process or a problem

What you need to do
1. To make a flow diagram to show a process, decide what the main stages of the process are.
2. Write down or draw the main stages in sequence and draw a box around each one.
3. Show how the stages are linked by using a system that is easily understood by the local people. You might
choose arrows to join the boxes, or possibly number each box in sequence.
4. Pre-test the diagram with local people to make sure it is accurate and that it will be understood. Make any
changes necessary. Pre- testing is essential for processes which may involve risks to people’s safety if misunderstood.

5. Visual aids for activities
The visual aids in this chapter are props to use in learning activities. Those, which are easiest to make and most commonly
used are given first. Chapter 1 will help you decide which is best for your purpose.
All the visual aids in this chapter can be used indoors or outdoors. Most are suitable for large or small groups; however,
if you are using a model with a large group, you may need to make more than one so that everyone can have a turn at
looking at or using it With games, you will need extra sets of cards and boards if many players are to be involved.
Plays, puppets, masks, models and pocket charts can be used with people who are literate or non-literate. They are
extremely popular with children.
All the visual aids in this chapter are particularly useful for communication activities in language classes. The students can
write their own plays and make the puppets in art and craft class Some of the card and board games help to improve their
spelling too. Card games, pocket charts, models, and finger puppets are the quickest visual aids to make in this chapter.

Card games
Card games can be useful in the classroom to consolidate learning as well as in development work to reinforce a particular
message, for example in health and nutrition. In both cases they can stimulate discussion.
It is important to make the matching cards as similar as possible, otherwise the players may be confused.

‘I handed out two plain bits of same sized card to each member of the group. They then drew two
picture cards with the same food on it, for example an apricot or dhal, so we soon had a complete
set of playing cards and were able to play ‘Pairs’. We could also use these cards to discuss which
were body-building foods, which were energy foods and so on.’
Community worker, Pakistan

How to make a card game
You will need
duplicate pictures from magazines or drawings of a similar size
• strong card
• coloured pens
What you need to do
Either stick the magazine pictures onto card or draw the picture on the card. For language lessons you can
either write words underneath both the pictures, on just one of the matching pictures, or alternatively on
separate pieces of card.

How to use a card game
In language lessons in primary school you can use a set of picture cards and a set of word cards in the following way.
Hold up a can so the students can name the picture. Then point to the matching word on a separate card and ask them
to read the word. You can then ask for volunteers to come out and match the word to the correct picture.
Divide the class into groups and give each group a set of picture and a set of word cards. Now they can play Pairs.
To play Pairs: The players spread all the cards out face downwards. The first player chooses two cards. If they match
the player keeps the pair. If they do not match, the player puts the cards back face downwards. Then the next player
takes two, and so on. The winner is the player who has the most pairs when there are no more cards left. The object of
the game is for the players to remember which picture word card is where. It is a game of memory as well as language
learning. The players could also say the word when they turn a card face upwards. This helps their reading skills.

Pocket chart
A pocket chart is a wall chart, which has a number of ‘pockets’, made of card glued onto it. Pictures can be displayed
on the front of the pocket and pieces of paper can be inserted into the pockets. The whole chart can be carried around
from place to place, rolled up if necessary.
Pocket charts can enable people to see the different types of initiative on offer in a development project and to choose
which one they prefer. For example, a pocket chart with five pockets could be pinned up on a community building wall
and could show five different types of water pump, which could be built. After studying the different pictures, individuals
then vote for the water pump they think is most suitable, by placing a piece of paper in the pocket showing that water
pump.
In development work, pocket charts are useful tools for gathering information and opinions. They are particularly
useful in appraising projects and in monitoring and evaluation work. For example, they can enable a group of people to
register their individual opinions about a potential project, as above.

A pocket chart can also be used for record-keeping. For example, each day the people responsible for collecting
eggs could place a piece of paper for each egg they collect in the pocket corresponding to that day of the week (it will
be necessary to decide how the different days will be distinguished, for example a different colour pocket could be
used for each day of the week). If you need to compare and evaluate different activities then display two picture
pocket charts, and the students or local people can then place their individual votes into the relevant envelope.
‘Because voting with the pocket chart is an individual activity it enables the shyest members...to
have a voice.’
Workshop facilitator, Tanzania

How to make a pocket chart

•
•
•

You will need
large envelopes
photographs or pictures which depict current practices or potential choices, for example, a planned
water supply
pieces of paper for ‘voting’

What you need to do
1. Pin or stick the pictures or photographs in a line on the wall.
2. Attach an envelope to each picture.
3. Have the pieces of paper nearby for voting.

How to use a pocket chart
Explain to the students or participants what the pocket chart is for. Emphasize that voting needs to be confidential.
Then have a ‘dress rehearsal’. In private each person looks at the pictures and places their ‘voting slip’ inside their
chosen envelope. Discuss with the students or the trainees how the voting can be kept confidential and how to avoid
voters being influenced.
At the end of the real voting session, ask for some volunteers to take the votes out of the envelopes and count them.
When the counting is finished, evaluate the results, for example, why have so many voted for this option?
Finally, the implications for the future can be discussed in the light of the results.
When the procedure has been completed, leave the pocket charts with the students or the participants. You can take
a photograph of the pocket chart in use and keep a record of the results.

Masks
Masks cover and disguise the face. They can represent different characters, people, animals, and even objects. They
are excellent for plays, role-plays and so on, especially when the masks represent a widely-recognized character.
When using masks, a practised skit (short, satirical sketch) can clarify an educational campaign, provide information,
or simply be played for amusement. To enforce a healthy eating campaign, for example, you could use masks of
different foods. When the masks are not being used, either hang them up as a colourful display or place them in a
clearly labeled, strong box.
‘Masks...gave added impact to the message enacted by the theatre group. For example, we worked out a short play
about logging. During a logging workshop, the facilitators would discuss the pros and cons of logging with villagers,
then at night the acting team would put on the play, which was always enjoyed by all ages. The following day the
workshop facilitators usually distributed a comic bode version of the logging play. The story involved a bird from
overseas that turned up in the village one day and promised it would excrete pure gold and make everybody rich if it
was fed logs. The bird, of course, flew off when the trees ran out and the villagers suffered great hardship.
We found the best way to make one of the actor’s look like a bird was by using a mask with a beak!

How to make a mask

Community theatre trainer, Solomon Islands

You will need
• shaped cardboard (for example, cereal packets, paper plates)
• scissors
• glue
• string or strong thread
• wool or other material
• coloured pencils or paints
What you need to do
1. Draw a face on the shaped cardboard to represent the character
you want. Colour it in using paint, coloured pencils or material. You
could use wool for the hair.
2. Cut out holes for the eyes and the mouth. Make sure they are n the
correct place for the person who is going to wear the mask.
3. Make a small hole at either side of the mask at the same level as
the eyes.
4. Thread string or strong thread through the small holes. Knot it on
the front of the mask. It can then be tied around the person’s head to
hold the mask in place.

How to use masks in plays
The advantage of plays is that they can convey a teaching or training
message in an enjoyable way to audiences of different educational
standards and ages. Discussing a play is also a useful stimulus for
starting a debate on certain issues. A play does not have to be long to
convey a clear message.

When choosing a play, ask advice from other teachers, NGOs or national acting groups. Props will make a play seem
more real. If the play is being performed in an isolated rural area, use objects, which are available locally as props.
However, you may need to provide some items (for example, condoms for a play about AIDS) if they are essential for
the understanding of the play. Some health messages may be controversial in your area, so check that the props you
intend to use will not cause offence.

Models and toys
A model is a three-dimensional copy of an object, person or structure, such as a house or latrine. It is usually smaller
in scale than the original and simplified. Models are valuable teaching and training aids in both the classroom and
development work. They can be used to teach a skill or to illustrate a teaching point in a realistic way. Learning by
doing is the most effective way of learning and if resources are limited or making mistakes may have serious
consequences, using a model means the participants can practise the task. For example, some livestock students were
introduced to butchering with a life-size model of a goat made of papier mache. Chalk lines were drawn on it to show
the different cuts of meat and, although the papier mache model took some time to make, it was used again and again
by many different groups - and, unlike a real animal, it stayed still.
For pre-primary and primary children, models are often toys. Toys play an important part in the development of
children of all abilities: they stimulate play, develop co-ordination and intellectual abilities.
The actual process of making a model with a group of students or adult participants can also be a valuable teaching
or training tool.
‘One exercise I used involved asking a group to work together as a team on a particular task. It’s
a simulation exercise and then you apply it to a particular situation, which the group is all involved
in, like a women’s group doing an income-generation project which may not be working as anticipated.
I’d show the group a model which I’d built with all sorts of rubbish, including Coke, Fanta and
Tusker beer bottle tops, and then they’d have to make their own model. As they do it you can see
who’s bossing whom, who is withdrawing, which people are getting involved and how arguments
develop. Then I would talk about what happened with the group and ask if that’s what happened
when they were selling their bread. The exercise helps the group look at its own dynamic.’
Community worker, Kenya

‘The local pottery made models and toys to my design, and then made a good prof it on the other
copies they made and sold!’
Speech therapist Nepal
Models can be made from materials like clay and dough, from papier mache, or with a little imagination
they can be made from whatever materials are available and can be collected locally. You can also ask
local craftsmen such as potters, carpenters and car mechanics if they can make or copy designs for you.

How to make clay, mud or dough models
In some countries children are skilled at modelling from mud and make copies of many things including
people, animals, food and on. They therefore also know where to find the best mud for modelling.

•
•
•

You will need
clay, mud or dough (which can be shaped and then baked and varnished or painted)
paint or varnish
access to a kiln (potter’s oven) or other suitable oven
See Chapter 6, for instructions on making dough.

What you need to do
1. Form the model by hand while the material is soft.
2. Leave it to harden or fire (bake) it in a kiln or other oven.
3. Once it has dried or been fired, the model can be painted with thick paint and / or varnished.

‘Junk models are especially good for buildings and human or animal figures. Any kind of box,
plastic container, straw, material and scraps can be used. A folded carton can be used for a house
roof, to make wheels move put lids onto an axle made from a twig or bamboo. Parts of a junk
model can be painted or wax- crayoned, but tin or plastic surfaces need to be covered with paper
first unless you find an oil-based paint.’
Art and craft teacher; Bhutan

How to make junk models
You will need
any clean, unwanted objects such as cloth, bottle tops, cardboard, etc.
any natural materials such as twigs, leaves, shells, seeds, etc.
glue (some glue may not stick all the materials together, so you could also use parcel tape, masking tape or sticky
tape)
• paint and / or varnish
How to use models and toys
All models and toys are excellent teaching and training aids in the classroom and for development work, and with
literate and non- literate participants. They are particularly valuable for demonstrations and simulations, where the
teacher or trainer uses a model to show the learners how a task or process is carried out. The trainees watch and then
try to carry out the task themselves.
•
•
•

Case Study – Models
Most livestock problems faced by a women’s group in Nepal arose because the animals were not given enough
fodder. A livestock development officer in Nepal and her colleague discussed ways in which they could demonstrate
animal feeding with this group of non-literate women. After much discussion with colleagues, they decided to
demonstrate the use of feeding crates in good husbandry by using plastic model animals, such as poultry, cattle and
pigs. From their pre-testing, they knew that to make the message clear, the models of the feeding crates had to be
three-dimensional. The two development officers experimented for two weeks, using matchsticks and papier mache
to make scaled-down, but realistic, feeding crates. At the workshop for the group, they explained the value of
feeding crates, demonstrating how to use them with the plastic animals and the scaled-down matchstick crates.
‘The demonstration enabled the women to develop a clear picture of what was needed and why,’ says the livestock
officer. The remaining workshop time was used to build a life-size feeding crate for a real cow. This session gave the
women the motivation and skills to build their own feeding crates when they returned to their village.
Demonstrating a skill or process is an effective way of sharing skills and also allows the trainer to check that the new
skill has been successfully learnt.
A simulation is slightly different from a demonstration. The aim of simulation is to be as close to the real activity as
possible. For example, trainee midwives can learn about the dangers of moving a baby’s position before birth by
using a plastic doll inside a balloon filled with water. The balloon breaks when the trainees try to move the doll, clearly
illustrating the teaching point ‘do not attempt to change a baby’s position before birth’.
In the primary classroom, models and toys can be used to introduce new topics in an interesting way. For example,
plastic toys of wild and domestic animals can introduce a lesson on biology or environmental studies. At secondary
level, models can be used by the teacher and made by students as part of project work in many subjects including
geography, maths, biology and agricultural science.
Always pre-test your models, particularly if you are planning to use them with adult learners, to ensure that trainees
are not offended if they perceive them as ‘children’s toys’.

Rag dolls
Rag dolls can be used to demonstrate how to deliver a baby to students and trainee midwives. However, if you are
using children’s toys to demonstrate a technique, it is important not to offend those that you are working with: they may
feel that you are treating them like children. To avoid this problem, it is essential to pre-test your ideas.

How to make a rag doll baby
•
•
•
•
•
•
•

You will need
ticking or other stout material
graph paper to make a pattern (make your own by drawing a grid of even-sized squares)
pins
thread
kapok or waste cotton for stuffing
a pair of scissors
thin rope or twisted cloth

What you need to do
1. Draw a pattern on a piece of graph paper: a circle for the head sausage shapes for the limbs, oval shape for the body.
2. Pin the pattern onto a folded piece of cloth and cut around it. You will now have two body pieces.
3. Sew the two halves together around the edges and inside out, leaving a small opening at the top of the head, and then
turn out the right way.
4. Stuff the doll with kapok or waste cotton and sew up the hole.
5. Make an umbilical cord from thin rope or twisted cloth.

Puppets
A puppet is a small figure representing a person or animal, which moved by various means. Hand puppets
are excellent for entertaining an audience. In teaching and development work the are particularly useful for
conveying a particular message in a fun and stimulating way.
One of the main advantages of using puppets is that they can say things which (a) may not be considered
acceptable for live actors · say in a particular community or (b) children may be reluctant to talk about. The
fact that it is the puppet who is speaking creates a useful distance.

‘Drama, story-telling, singing and dancing are all traditional forms of entertainment in the Solomon
Islands. It was therefore a logical choice to include these elements in the health education programme. I’d
had no experience of making puppets before and was rather nervous. I sought advice from people who
knew more than me...and we plucked up enough courage. We spent a day writing the script (about a sick
boy called Daniel) and making some very simple ‘stick’ puppets from leaves, tree bark, pieces of wood and
small fruits. In the evening the veranda of my house became the stage, lavalavas (pieces of brightlycoloured cloth) the curtains and strategically placed hurricane lamps lit the whole show. Despite a few
minor disasters - Daniel’s head kept falling off, his mother muddled her lines and the curtains were scorched
by faulty kerosene lamp - the show went down well. The puppet operators acted with great verve and
enthusiasm and everyone rounded off the evening by exhausting a whole repertoire of songs. Getting
started had proved surprisingly easy and introducing puppets to the health education tours turned out to
be a popular innovation, although the prototype puppets soon proved unsuitable for travelling and had to
be replaced with ‘glove’ versions made of fabric. The majority of the people had never seen the like before
and both adults and children were mesmerised, avidly following each word and action. Asking follow-up
questions afterwards gave us the chance to correct any misunderstandings.’
Health educator; Salomon Islands
Some puppets can be quick to make, for example, a finger puppet or they can take several days, for example, a painted
papier mache hand puppet. The following types of puppets will be suitable for the classroom or training sessions. They
can also be used to perform a play in front of an audience.

How to make a finger puppet
A finger puppet is placed over one or two fingers. The fingers are moved to make the actions of the puppet.
You will need
•
•

a felt-tip pen or biro
a matchbox

What you need to do
1. Draw faces on the tips of the first and second finger. Make them amusing, for example, a happy face or a sad face.
You can glue wool on your fingers to make hair if you wish to. You can also decorate the matchbox.
2. Take the inside box out of the matchbox and discard it. Put your fingers up through the outside box. Your fingers are
the puppets.
3. Move your fingers around and speak the different parts as you move each finger.
If you do not have a matchbox, you could make a cylinder from a piece of paper and put this around your finger. Draw
a face on it and stick hair on the top.

How to use finger puppets
Finger puppets can be used in the classroom to make language practice more fun.
They also give students the opportunity to practise the language drill or dialogue on
their own or in pairs. The language can then be used as a basis for the students to
develop their own stories.

How to make hand puppet from papier mache

•
•

•
•
•

You will need
papier mache (see Chapter 6, for instructions how to make it)
a mould to support the papier mache object while it is being made (for example,
a balloon, chicken wire, a plastic bottle, a can or newspaper rolled up into a ball);
you can remove the mould after you have made the object or leave it in
paints
arnish
a brush

What you need to do
1. Build up layers of papier mache to make the puppet shape. You must allow time for each layer to dry.
2. When all the features have been modelled in papier mache, paint it. Allow the paint to dry and then add any
features using paint. Then give it a final layer of varnish.
3. Make clothes for the puppet.
4. Put your hand up inside puppet’s clothes and hold the head. You can also put a hand through one sleeve to make
an arm

How to use hand puppets
Here are some guidelines for using hand puppets:
• speak loudly and clearly so the audience can hear
• the puppet must face the audience
• move your puppet when it has to speak
• make sure the audience cannot see you
• practise using your own words so that you are fluent
• practise so that all the ‘puppets’ know the words and when say them.
‘Children really enjoyed this teaching method. The training team would give a health lesson, for
example, the importance of washing their hands. Then the children would be asked to plan a short
play on this theme. The children then put on a puppet show for another group of children.’
Environmental health co-ordinator, Sierra Leone
‘Puppets can be very useful in the field of family planning. People will laugh at them where they
couldn’t laugh if it was live theatre.’
Doctor, Malawi

General guidelines on using puppets
•

•
•

When you and your students or trainees are making puppets, aim to reflect the local personalities, for
example, a mother with a baby on her back, traditional healer and so on. Make sure enough puppets are
made.
If the students or trainees have made the puppets, leave them with the class or group. They may like to create
more plays for their own audiences.
Store the puppets in a solid container (for example, a tea chest or a suitcase) to stop them being crushed. To
transport them you could put each puppet in a separate bag.

Case Study - Puppets
An enthusiastic art and crafts teacher trainer in Papua New Guinea decided to make puppets with her
trainees. She wanted them to put on plays with the primary school students on their next teaching practice.
The trainees were highly motivated and collected local materials and made papier mache. They then
asked the English lecturer for help with writing the plays for the students. They discussed themes and plots
and each group wrote a different play.
The trainees took the puppets and the plays to their teaching practice schools. The older students in the
schools practised and then performed them for the younger classes. All the plays were very successful.
After this the older students asked to make papier mache puppets themselves. They wrote dialogues and
performed them for the other classes. In several schools the plays were performed on open day and were
a great success.

6. Basic techniques and materials
This chapter describes some simple design techniques and gives step-by-step instructions for making materials.
All the visual aids described in this book involve some basic design skills, such as lettering and drawing, and in this
chapter you will find guidelines which can help you produce an attractive and effective aid. Most of the techniques
can be applied to several types of visual aid, so once you have used and mastered a technique, you can apply it to
different tasks.
This chapter also gives step-by-step instructions for making some basic materials, such as chalk, glue and papier
mache, using and improvising resources that are available locally.

Chalk
How to make chalk
You will need
· chalky earth (This is usually pale-coloured and not very fertile. If you are not sure about what sort of soil is in the
area, ask agricultural teachers or local people.)
• muslin bag
• water
• dye (optional)
What you need to do
1. Mix 1 part chalky earth with 4 parts water in a bucket until it reaches a smooth consistency. If you want coloured
chalk, add dye to the water. Leave overnight.
2. The next day, pour the water off the soil and water mixture. Then pour the top layer of silt from the mixture. This
should be several inches thick. This is your ‘chalk’.
3. Put it into a muslin bag and squeeze as much water out of the bag as possible.
4. Hang the bag to drip until the chalk feels like dough mixed overnight.
5. The next day, roll the dough into snake-length pieces. Cut the chalk into desired lengths and leave to dry.

Chalk board paint
Many school suppliers stock chalkboard paint but if this is unavailable, you can mix matt black paint with powdered
chalk to give extra texture. The amount of chalk your need will vary, so you may have to experiment.

‘We made a lot of worksheets on a banda machine. You can buy special A4 banda masters, which
you write or type on. As long as you clip the carbon original on very securely, bandas can do thirty
copies easily - but after that they may start to fade or crease. You can also buy different coloured
carbons but this can be expensive and means you spend hours operating the banda. Try to make
your writing clear - instead of doing joined-up letters, print words. Many things can go wrong, so
it’s good to practise.’
English teacher Zanzibar

Colour
Coloured powdered dyes are available from some shops or T-shirt printers. It is best to choose water-based dyes as
these are easier to clean off if you spill them on yourself or your clothes.
You can make coloured dyes yourself by adding a little water to kitchen powders, such as cocoa, instant coffee,
paprika, red chilli powder, yellow mustard’ powder or blue detergent powders.

Dye
Ask focal people if any local plants, for example roots, barks, seeds or leaves, can be used as dye colours.

Inks
Mix two parts of alcohol to one part of water and a little dye (blue or black). Stir well. See also Paint.

Copying
You can use carbon paper, a banda machine (a simple duplicating machine, often hand-operated), a jelly copier, or a
photocopier, or you can go to a print shop to make copies. If you are a teacher, you could draw a design onto a
chalkboard, and then ask your class to copy the same design.

Carbon paper
Carbon paper, which can be bought at stationery shops, is a useful way of producing one or more copies. Use a black
ballpoint pen and press hard if you are using several layers of carbon paper. The carbon paper should be face down on
the paper you want to transfer the image to. If the carbon slips, secure it with masking tape, a pin or a paper clip.

How to make a jelly copier
You will need
•
•
•
•
•
•
•
•

one packet of gelatine (11 grams)
50 ml of glycerine
two teaspoons of sugar
one cup of boiling water
a pot
a flat baking tray, A4 size or bigger
a sponge
strong ink - gentian violet, food colouring or overhead projector pens
What you need to do
1. Mix the gelatine and water in a pan. Stir to dissolve.
2. Put the pan on the stove or fire. Add the sugar and let it dissolve. Warm gently.
3. Add the glycerine. Stir well until everything is dissolved. Boil the mixture gently
for 1 minute.
4. Remove the mixture from the heat and pour it slowly into the A4 tray. Leave it
until the jelly is set.

How to use a jelly copier
1. Make a ‘master copy’. Write on good quality paper with a strong ink. (The
special paper used for Banda copying is very good for this and can be used with a
typewriter.)
2. Put some cold water on a sponge. Wipe the surface of the jelly with the sponge.
3. Place the ‘master’ face down. Press it down gently. Leave it for two or three
minutes and then peel it off.
4. Place the blank piece of paper you want to print on face down on the jelly.
Smooth it with your hand or a stick. Peel it off immediately. Then repeat with other
blank pieces of paper.
5. As soon as you have finished printing, use the sponge and hot water to dean the
image off the jelly.
This should make 20 copies.

Photocopying
Black words or lines reproduce the best. Blue pencil marks may not reproduce at all. Try to shut the photocopier lid for
the best quality copies. Some photocopying machines overheat if many copies are made, so leave enough time to allow
the machine to cool down.
See also Tracing.

Designs
If you are designing work that will be printed, try to keep it simple. Black and white images work well. Try to avoid
tones (shades of grey) because they do not reproduce well.
When you are designing something, remember that some Western artistic conventions may not be understood. For
example, cigarette smoke could be mistaken for a spirit, profile drawings may seem as if people are missing limbs.
Clothing needs to be drawn carefully. For example, saris may be worn differently by women in the town and in the
country.
People will laugh at mistakes, and this will detract from the message. It is important, therefore, to carry out some
research first.
Look at local posters and advertising designs to identify what is most effective and most easily understood. Pre-test all
your design before producing the final versions.

Dough
Dough can be moulded to make models in the same way as clay plasticine. If clayey soil is not available locally, try
making your own dough instead.

How to make dough
•
•
•
•
•
•

You will need
two cups flour
one cup salt
one cup water
one tablespoon oil
two teaspoons cream of tartar
dyes for colouring the dough
You can increase the quantity of the ingredients if you want to make a larger amount of dough.

What you need to do
1. Mix the flour, salt, oil and cream of tartar in a pan.
2. Gradually add the water and mix thoroughly to remove any lumps.
3. Cook the dough over a medium heat, stirring all the time.
4. When the dough is stiff, remove the pan from the heat.
5. Remove the dough from the pan, and allow the dough to cool. Wash the pan immediately.
6. When the dough is cool, knead it until it is smooth.
If you want to colour the dough, add dye to the water before you mix it with the flour and salt mixture.
Keep the dough in an airtight container.

Drawing
How to draw people
For matchstick men and women, use designs from textbooks, development books
or magazines. If you practise drawing people, you will find that it is not difficult.
• Draw a matchstick person first, then fill the limbs out by drawing tubes around
them.

•
•
•
•
Basic shapes of men and women

•

•
•
•

Alternatively, sketch people using a triangle as a basic shape for men and women.
When drawing adults, make the head and the body the same length as the legs.
Draw the arms straight first. Draw them to come down to below the top of the
legs.
Do not draw figures with too much detail, for example with noses, ears and so
on.
To draw adults, children and babies in proportion, notice how many times the
head fits into the body.

It is a good idea to exaggerate movement when drawing matchstick people.
Join up all the lines of the body. If some lines are not joined, students may be
confused.
Do not draw too much detail during a lesson because the students will get
bored.

Faces
1. Draw a circle.
2. Imagine that the circle is divided into three equal
parts.
3. Draw the eyes where the first line would be
and the mouth where the second line would be.
The nose goes in the middle.

Children’s faces
1. Divide the face in half. Draw the features on the
lower half.
2. Add hair.
If you feel that drawing people is too difficult cut
pictures out of magazines and newspapers instead.

Facial Expressions

How to draw objects
It is important to keep the drawing simple. For example, to draw a bicycle:
1. Draw a triangle upside down.
2. Draw two circles (wheels) on either side.
3. Draw a line from the centre of one circle to make handlebars.
4. Draw a circle from the centre of the other circle to make a saddle.

How to draw a straight line
There are three ways to draw a straight line on a chalkboard:
1. Draw along the edge of a long piece of wood. Make sure it has a straight edge.
2. Take a piece of string and rub it on one side with a piece of chalk. Ask someone to hold the
other end of the string very tightly and level on one side of the chalkboard. Hold the chalkcovered string against the board and flick it. This will leave neat, feint lines. You can then either
draw over the feint lines and / or use the lines to write on.
3. You can also take a piece of chalk, and put the point on the board. Keep the chalk on the
board and your arm still, and walk slowly across the board, pulling the chalk in a straight line.

How to draw a circle
1. Put your hand on the board holding a piece of string at the centre of your intended circle.
2. With a piece of chalk in your other hand, move the string to make a circle. Keep the string tight.
This may be easier if you ask someone to help you.
If you want to draw a circle freehand, remember to keep your elbow in the same position all the time. Use your elbow
as a pivot. It is a good idea to draw each side of the circle from a different direction.

Enlargements
How to make grid enlargements
A small picture can be enlarged, for example to make a flashcard large enough to be used as a poster, using the
following method:
1. Either.’ Trace the picture you want to enlarge onto squared graph paper, or make your own grid. Do this by ruling
evenly spaced vertical and horizontal lines with a pencil across a piece of drawing paper and noting how many lines
you needed to draw.
2. Number the grid 1, 2, 3 and so on, along both the vertical and horizontal axes.
Alternatively, fold the paper in even spaced lines (vertically and horizontally) remembering the number of times you
folded the paper.
3. Now make a larger grid with the same number of evenly spaced squares as the first grid. The squares in this grid
will be larger.
4. With a pencil, make dots in the squares of the large grid, which correspond to the key lines of your original picture
in the smaller grid. This gives you the correct proportions for the enlarged figure.
5. Join the dots to produce the enlarged picture.

How to make rubber band enlargements
1. Knot a small and large rubber band together.
2. Hook one end of the small rubber band to a drawing pin and attach it to the drawing surface.
3. Place your original picture so that its left edge is lined up underneath the knot. The rubber band should be tight.
4. At the other end of the large rubber band, insert a pencil.
5. Hold the pencil firmly (and vertically) in the rubber band. Make the knot follow the outlines of the picture. The pencil
will produce an enlarged picture.

A pantograph is a mechanical device, which can be used to enlarge or reduce
pictures. You can make your own from scrap materials.

How to make pantograph enlargements
1. Fix point A to the drawing surface.
2. Insert a pencil in point C.
3. Place point B on the original drawing.
4. Hold the pencil firmly and follow the outline of the original drawing with B.
The pencil will produce an enlarged drawing.
Points D and E are adjustable so that larger or smaller drawings can be
made. You can practise adjusting these points to see the different sizes you
can produce.

Glue
There are two ways to make glue (also called starch paste).

How to make glue using flour
This glue is used in the making of papier mache.
You will need
•
•
•

half a cup of sifted plain flour (wheat
cassava)
one cup of water

What you need to do
1. Mix the flour with a little of the water to form a smooth paste
2. Add the remaining water. Cook the flour and water together, stirring until the flour dissolves.
3. Allow it to cool.

How to make glue using rice
You will need
•
•

a handful of rice
water

What you need to do
1. Cook a handful of rice in water until the rice becomes sticky.
2. Turn off the heat. Keep the rice covered until it is cool.
3. Drain off the water. Use the sticky rice as glue.
Rice glue works well if you need to pin up pictures, for example, on a display board. You may have to press the sticky
rice hard to make it stick.

Lettering
You will need to use clear lettering for all your visual aids, including chalkboards, wall displays, banners, posters,
newsletters, comic storybooks and photo stories.

How to write clearly
When you are writing on a chalkboard, stand 40 cm away from the board. Your arm should be very slightly bent, and
your elbow and wrist should barely move. Your shoulder should control the movement of the chalk. You may find it
useful to draw horizontal chalk lines on the board, so that it is easier to write in a straight line (see How to draw a straight
line). Stand back to make sure that your writing looks clear.
Wherever you are writing, your writing should be the same in style and size. There should be the same spacing between
words and lines. The writing should be clear enough to be read from a distance.
The rules of good lettering are:
• All the vertical lines in letters must be parallel.
• The height of all upper case letters should be the same.
• The height of all lower case letters should be the same.
• Plan what you are going to write to make sure it will fit the space available.
‘From all that I’ve seen and read, and through experience in my own work, I know that text is
much easier to read if it is in upper and lower case letters. The words seem to flow and that makes
it easier to read.’
Graphic artist, Namibia
It is best to use lower case and upper case letters (capitals), rather than upper case letters only. This is
especially important when you are working with people who are not confident readers. If your work is to
be copied on a banda machine, do not use joined-up writing because it can be hard to read.
If you are using a computer to produce work for a newsletter, for example, choose a serif face, which is
the easiest type to read. The letters in a serif face have tails. The letters in a sans serif face do not. A popular
serif face is Times or Times New Roman.
This is an example of a serif face.
This is an example of a sans serif face.
A fine-nibbed Rotring pen with Indian ink is best for lettering. If you do not have one, use any good pen
with black ink. If the ink is not dark enough, it will not reproduce properly.

Letter stencils
A letter stencil is useful to ensure that you use neat, even-shaped letters. Ready-made stencils are easily
available. You can also make your own, following the instructions below.
You will need
• strong card, cardboard or line
• scissors and
• or a sharp knife
• a pencil

What you need to do
For upper case letters, you can make one stencil to produce every letter of the
alphabet.
1. Draw the grid on the left on card and cut out the shaded shape. Make sure
that the letters will be the size that you want.
2. Use the diagram below as a guide to form each capital letter you need from
the stencil. You will need to turn the stencil over to form M, V, W, X and Z.

For lower case letters, you will need to make a stencil that gives all the letters of the alphabet individually.
1. Use the template below as a guide. Draw the lower case numbers on card at the size you went. If you want them
the same size, you can trace them.
2. Cut them out using a sharp knife. You will need to leave small strips of card to connect the middle of some letters
to the rest of the template, for example ‘o’.
3. Draw around the inside of each shape to create the words that you want to use.
Remember that the upper case letters have to be larger than the lower case letters.
When you have drawn the words you need, you can colour the letters using crayons, marker pens or paint.

Measuring
Good ways of measuring without a tape measure or ruler include a length of string with knots tied at regular intervals,
and pre-cut and measured lengths of straight stick.

Originals
If you anticipate using an original (whether it is a picture, photograph, or template), it is important to label clearly who
(or which group) it belongs to. Keep it flat in a safe, dry place. A lockable cupboard may be useful.
If you are using originals regularly, keep them in a place that is safe and to which you have easy access. A large
stiffened A4 envelope is good for storing paper A4 originals.

Paint
Use purpose-made paintbrushes and select the right size brush - small for delicate work, fatter for filling in colours.
Otherwise use pieces of cloth or your fingers. Powdered poster paint, which has to be mixed with water, is excellent
for children to use because it is easy to wash off. Acrylic and oil-based paints are more expensive and can be hard to
clean off hands or clothes. You need to use turpentine to clean the brushes used for oil-based paints. Otherwise they
will become stiff and difficult to use. All brushes need to be cleaned immediately after painting has finished.
Powder paints should be kept in a dry, air-tight container. Keep the lids on paints to avoid accidental spillage and to
prevent paint ‘skins’ forming.

How to make powder paint with earth
You will need
•
•

sifted earth
cassava starch

What you need to do
To make paint for flesh-coloured puppets, mix sifted earth with some cassava starch. This makes a smooth brown
colour. For paler tones, add chalk. For darker tones, add crumbled charcoal.

How to make paint with corn starch
You will need
•
•
•
•

one heaped tablespoon corn starch
water
one tablespoon detergent or soap
dyes

What you need to do
1. Mix the cornstarch with water to form a paste.
2. Add a cup of boiling water.
3. Stir vigorously to avoid lumps.
4. Simmer the mixture until thick and smooth.
5. Add the detergent or soap.
6. Add dye, as required.

How to mix shades
Use small amounts of paints to develop the right shade. Even small amounts of paint cover a large surface, so if you
mix too much there may be wastage.

Paper
Paper objects should always be treated carefully. They can be damaged by folding, crumpling, direct sunlight, rain
and time. Some pests, for example termites, may eat paper products like manuals and handbooks. To avoid this, keep
book storage areas clean and use insect spray.

Where to find large sheets of paper
If you are having problems finding large pieces of paper, try asking for butcher’s paper or newsprint. Both are cheap
and are readily available in most countries. Brown butcher’s paper is available at butcher’s shops and newsprint can
be found at newspaper offices. You could also try asking local businesses to donate unwanted computer printouts.
Used paper flour sacks or cement sacks can be cut up and laid flat for use.

Standard paper sizes
It is useful to know the standard paper sizes:
A2 420 x 594 mm (standard poster size, often used for flipcharts)
A3 297 x 420 mm (half the size of A2)
A4 210 x 297 mm (the most commonly used size of paper, half the size of A3) A5 148 x 210 mm (half the size of A4)

Paper mache
Papier mache is useful for making models, particularly puppets.
There are two ways to make papier mache:
• the strip method
• the pulp method

How to make papier mache using the strip method
This is the most common method.

•
•
•
•

You will need
paper torn into small strips (newspapers or magazines are good for this)
glue (made from flour and water)
a mould in the shape of the model you wish to make (such as a balloon, a shape made from chicken wire or
crumbled newspaper)
paintbrush

What you need to do
1. Use the paintbrush to paste the strips of paper.
2. Stick the pieces of paper over the mould. Slowly build the shape you want using layers of paper and glue.
Alternatively, you could dip the strips of paper in the glue.
3. Allow the model to dry.
4. Repeat steps 2 and 3 two or three times, until the model is the required size.
5. Leave the model to dry completely.
When the model is dry, you can paint and varnish it. You will probably need two coats of paint to cover newspaper.
Add the fine details using paint and then one coat of varnish. Allow each coat of paint to dry before applying the next
coat.

How to make papier mache using the pulp method
You will need
•
•
•
•

paper torn into small pieces
glue (made from flour and water)
water
two bowls, buckets or similar containers

What you need to do
1. Put the pieces of paper into a bucket or a bowl and pour water over them. Allow the paper to soak in the water
for several hours.
2. Squeeze the water out of the paper so that the paper becomes pulp.
3. Put the paper in a second bowl and add the glue to it. Mix it well.
4. Slowly add water. Squeeze the paper until the mixture feels sticky.
5. The mixture can now be moulded into any shape, such as the head of a puppet. You can mould it like clay or
plasticine, or you can cover a mould with it.
6. Leave the model to dry completely.
The model can be painted and varnished.

Print making
How to make prints using hard vegetables

•
•
•
•

You will need
a hard vegetable, such as a potato or a sweet potato
a sharp knife
poster paints
paper or card

What you need to do
1. Cut off the end of a potato. Then cut a shape into the flat surface with a sharp knife. To make a spotty design, for
example, scoop out holes with a large nail or the closed end of a pair of scissors.
2. Put some poster paint onto a plate and allow it to spread out, or spread it with a brush.
3. Dip the cut end of the vegetable into the paint and then press it evenly onto a piece of paper.

How to make block prints
A printing block can be used over and over again. If you plan to put letters on your block remember that the design
will print the opposite way from the one you cut out. Use a mirror and a newspaper to see how the letters should look
back to front. You can also use a mirror to check your design before you print it.
You will need
•
•
•
•
•
•
•
•

a small block of wood, about 16 cm x 16 cm
a pencil
cardboard
paints
scissors
glue
paper or card
newspaper

What you need to do
1. Draw a design on a piece of thick cardboard. Remember to draw it back to front.
2. Cut out the shape in one piece and glue onto the block of wood. Wait for the glue to dry.
3. Pour some paint into a tray. Press the block into the paint evenly.
4. Put newspaper underneath the paper to avoid paint going through. Press the block onto the piece of paper

How to make cotton reel prints
These are useful for making continuous decorative patterns
You will need
•
•
•
•
•

an empty cotton reel
two pencils or sticks
plasticine
paints
paper or card

What you need to do
1. Push a pencil or a stick through the hole in the center of the cotton reel.
2. Cover the cotton reel in an even layer of plasticine.
3. Make a pattern in the plasticine using a pencil or a stick.
4. Roll the cotton reel in paint and then push it across. This will make a continuous decorative pattern
5. If you want to use another colour, wash the paint off the plasticine with soap and water, and start again

How to make a print using an empty toilet roll
You will need
•
•
•
•
•
•
•
•
•

an empty toilet roll, or other cardboard roll
card
a pencil
glue or sticky tape
a piece of thin sponge
scissors
a thin stick slightly longer than the tube
paints
paper .

What you need to do
1. Stand the empty toilet roll upright on a piece of card. Draw around the end of the roll to make two circles.
2. Cut these circles out and then make a small hole in the centre of each.
3. Glue or tape one circle to each end of the toilet roll tube Leave to dry.
4. Cut the sponge to the same length as the tube. Roll the sponge around the tube and glue the edges of the sponge
together. Do not glue the sponge to the tube or you will not be able to wash it.
5. Make your design by cutting shapes in the sponge with a pair of scissors.
6. Push a thin stick through the holes at the ends of the tube.
7. Pour some paint into a tray. Roll the toilet roll roller in the paint.
8. Then push it across a sheet of paper.

Templates
It is useful to prepare a series of templates for pictures that need to draw frequently. For example, if you are teaching
geography you can make a template map of the country the students are studying.

How to make a template
•
•

You will need
paper, cardboard or heavy card (from cartons, packets, sacks brown paper bags) or thin plastic from containers., such
as vegetable on bottles
a leather punch or a knitting needle

What you need to do
1. Make the drawing or shape on heavy card or brown paper.
2. Use a leather punch or a knitting needle to make small holes along the outline of the drawing. This outline is the
template.

How to use a template
1. Hold the template against a sheet of paper, for example a flipchart
2. Make pencil marks in the holes.
3. Take away the template and there will be a series of pencil marks. Join the marks to make a clear outline of the
picture. If you are using the template on a chalkboard, pat a dusty chalk cloth along the holes. When you remove the
template there will b a dotted chalky outline of the image. Join the dots with a bold chalk line to make a clear picture.

Tracing
This is a useful method of copying a picture and also for changing picture. For example, if you are teaching or working
with Muslim communities, you could change a picture flashcard showing a village scene with pigs to make a new outline
of a village without pigs. This would then be an appropriate teaching tool for that particular community.

How to make a tracing

•
•

You will need
a sheet of thin paper (that you can see through), greaseproof paper or tracing paper
a soft-leaded pencil (2B is better than HB)

What you need to do
1. Put a sheet of thin paper over the design you want to copy
2. Using the pencil, trace the image with a heavy line. For extra clarity, go over the line again.
3. Turn the tracing paper over, face down on the surface you want to copy onto. Retrace the lines on the reverse side of
the tracing paper to transfer the desired image onto the blank piece of paper or material. Note that this image is the
reverse of the original image. Another way of tracing is to tape the desired design to the inside of a window. Place a
sheet of paper over the image and trace it onto the new piece of paper. This technique works best when the sun is
shining in through the window.

end

