HANDOUT:  The Skilled Group Leader

HANDOUT:  Tools For Effective Group Discussion
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   TIPS FOR EFFECTIVE USE 

          OF FLIP CHARTS
, 

· The leader should stand near the flip chart. (Even if someone else is recording.)

· Locate the flip chart in view of all participants.

· Label each sheet.  (Providing a heading for future translation to printed format will 

prevent confusion when sheets are separated.)

· Recorded information should be printed in block letters – not cursive.

· Use upper and lower case lettering.  (Is easier to read.)

· Thicker letters are easier to read.  (Use the wide end of the marker.)

· Write straight up and down.

· Neatness counts.  (Printing on flip charts will improve with practice.)

· Use dark colors – brown, black, dark green or purple – for recording.

· Use light colors – red, orange, yellow and pink – for highlighting and underlining 

            bullets, stars, borders, etc.

· Alternate colors.  (Not necessarily line by line, but in blocks to break up the text.)

· Use symbols.  (Such as bullets, stars, dashes, etc., to denote separate points or items, or 
to designate something as noteworthy.)

· Use borders.  (They can be made to frame the whole page or highlight certain paragraphs.)

· Letters should be large enough to be seen.  (Generally 1 ½ “ to 2”.  The larger the group, the larger the letters.)

· Leave margins of at least 2”.  (Allows for editing, voting, or adding to previous ideas.)

· Leave at least l” of space between each line.  (White space makes the page more readable and easier to read.)

· Leave the bottom fifth of the page blank.  (Starting a new page before you have to encourages additional ideas, particularly important when brainstorming.)

· Phrases that include nouns and verbs are easier to understand.  (For example:  “Reserve meeting room” means more than “meeting room.”  Always ask yourself:  “Would I understand this a week from now?)

· After the meeting, number pages and roll them together.  Secure with two rubber bands.  Label rolled pages on the outside with date, name of meeting and topic.

· Use abbreviations liberally.  (Example:   ↑ (increase), ↓ (decrease), & (and), > (greater than), or < (less than).  Add diagrams when appropriate.)
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