
WHITEBOARD

· Don’t obstruct board whilst writing if possible

· Ensure you use correct pen

· Consider ‘Motorway writing’

· Keep board clean – ‘use it and lose it’!

· Don’t ‘talk’ to board

· Use colour and graphics

FLIPCHARTS

· Use flipchart markers, which don’t bleed/squeak

· Use when permanent record required, or to reinforce 

a verbal presentation

· Consider ‘Motorway writing’ – print rather than write and

ensure it is large enough for everyone to see

· If you are right handed have flipchart on left hand side, and

vice versa if left handed if possible

· Don’t ‘talk’ to the flipchart

· Use colour and/or graphics to emphasise and highlight

· If using pre-prepared pages, leave 2 blank pages between 

each prepared sheet

· Use magnets or blu-tac to display, but remember to destroy 

or take away ‘sensitive’ material

AUDIO/VISUAL

· Ask ‘what am I using this for?  Consider ‘effective’ impact

· Don’t use immediately after lunch break

· Don’t use excerpts which are too long

· Ensure you can use equipment and check before use

· Line up clips

· Consider editing together if you have several clips

POWERPOINT

Slide Shows

· Use maximum of 8-10 lines (less is clearer)
· Use maximum of 6-8 words per line
· Emphasise titles & subtitles
· Use a font size no lower than 28 points (32 is clearer)
· Pick clearly legible fonts (e.g. Arial) and avoid scripts

· Headlines and text should be centred or aligned left/right
· Stick to one colour scheme throughout – constant changes distract
· Avoid similar colours for texts and backgrounds (e.g. green/yellow)
· Avoid “busy” backgrounds which detract from the text
· Use the same transition effect throughout your presentation
(effect and speed) – constant changes will distract your audience

· Bullet point text and use illustrations where appropriate
· Simple presentations are often more effective at getting your
message across

Computer Equipment

· Set up your equipment and run through your presentation
before you have an audience – technology is notoriously fickle!

· Projectors are noisy and hot – if there is a break in your 
presentation, switch it to standby, but remember that it will take

a few seconds to warm up when repowered.

· Use the “black screen” option if pausing for a short while

· Darken the room as necessary to prevent any reflections

on the screen

· Never walk between the projector and the screen
· Don’t ‘talk’ to screen
· Ensure you have a ‘back-up’ (e.g. handouts)
Actual Articles

· Use to demonstrate the ‘real thing’

· Ensure you are competent in its use if applicable

· Don’t bring it out until needed

· ‘Use it and lose it’

Handouts

· Ensure these are professionally prepared

· Think about the optimum time to distribute (don’t overload)

· Useful as a ‘stand by’ (e.g. for equipment failure)

· Useful to supplement bullet points on screen

· Don’t forget to hand out!

REMEMBER:  There is no such thing as a

bad visual aid.  If it’s bad, then it’s no aid at all!
