Flip Chart Techniques

Did you know that the average person speaks between 110-160 words per minute? Did you know most people can think 400 – 650 words per minute? 

Keep participants focused by using visual aids. Flip charts are a powerful visual aid. Besides using flipcharts as your primary aid for organizing the meeting by posting the meeting purpose, agenda, ground rules, etc., flipcharts can also be used to manage the meeting process, capturing the group’s work during the meeting.

The following are some basic flip chart guidelines to use;

Flip charts - Usually are sold 2 per box. The flipcharts with light grid lines make it easier to align text and manage the space. Use non-self adhesive flip charts for 2 reasons: 1) the adhesive portion at the top is wide and most markers don’t penetrated the paper well, so you lose writing space, and 2) stacking and transporting the used flip charts is more difficult. 

Writing – Print rather than write in script. Use of upper and lower case is easier to read. Some like to use the 7 X 7 rule. No more that 7 words to a line and no more than 7 lines to a flip chart.

Markers – Use flipchart markers, not regular magic markers or white board makers. Flip chart markers get better color penetration, less bleeding and do not have a strong smell. Use red, orange, yellow, and pink markers for highlighting only. Light colors are hard to see at a distance. Avoid using more than 3 colors per flip chart. Underline or change color for emphasis.

Hanging Flip Charts – Prepare small tabs (about 3 inches) of masking tape in advance of the session. Hang them from the flip chart stand so that you can easily attach them to a chart when ready to hang. It is easier to hang a chart if you attach the tape tabs prior to tearing the sheet from the pad.

Notes – Lightly pencil notes to yourself on the flip chart. Notes can include primary questions, reminders, format prompts, etc.

Separators – When you pre-make flip charts, remember to leave a blank sheet in between the written sheets so that the written material doesn’t show through.

