PO 409.05a Level Three 

Handout #1 – Guidelines for Using Instructional Aids

1.
PLANNING:
The use of any instructional aid must be planned on the basis of whether or not it is capable of supporting a specific point in the lesson. A simple four-step procedure should be used to determine if and where instructional aids are necessary:
a.
Clearly establish the lesson objective;

b.
Gather the necessary data by looking for support material;

c.
Organize the material into a lesson plan; and

d.
Only after completing the other steps, determine what ideas should be supported with instructional aids.
2.
SIMPLICITY:


a.
Instructional aids should be simple, while compatible with the objectives of the lesson; 

b.
Words on the instructional aids should be kept to a minimum. Visual  

 
symbols and slogans may be used to replace words; 

c.
Avoid distracting artwork or other unnecessary decoration on the 
 
instructional aid; Graphics, if used, should be related to the material 

 
being taught; and 

d.
Avoid graphs that are too complicated.
3.
HEARD AND SEEN:
a. 
Instructional aids must be visible to the entire class and placed so that no trainee has to view them from an uncomfortable angle;

b.
All lettering must be large enough to be seen easily by the trainees farthest from the instructional aids;

c.
Use contrasting colours; and

d.
Test the instructional aids in the environment in which they will be used.
4.
ORGANIZING:
Ensuring that you use them in the right order can increase the effectiveness of instructional aids.

5.
ROUGH DRAFT:
The effectiveness of instructional aids and the ease of their preparation can be increased by initially planning them in rough draft form.

a.
Revisions and alterations are easily made at that time; and.
b.
Check for accuracy of information, grammar, spelling, basic balance, clarity and simplicity.
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