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PREFACE
You may wonder what inspired us to write this book. First and foremost was Betty Locke and
her handbook entitled ‘Teach Calligraphy? Who? Me?’ (May 1993). With her permission, we
used Betty’s handbook to teach our Calgary calligraphers, of all skill levels and teaching
experience, how to teach calligraphy. The feedback we received about our course encouraged
us to make these ideas and skills more widely available.
Our goal is to encourage you to think about sharing your love of calligraphy by teaching others.
Many humble calligraphers erroneously believe they are not sufficiently skilled yet to teach. We
believe the most important attribute of a calligraphy teacher is a genuine desire to help others
to learn lettering. You need not be an internationally recognized calligrapher to teach. If you
have ever thought about using your knowledge and skills to teach others, this book is for you. If
you have taught calligraphy and want to improve your teaching skills, please read on. If you
have this book in your hands for whatever reason, please keep reading!
In addition to practice, a teacher’s feedback to the students about their work is fundamental to
the development of their skill and confidence. We talk about how to give effective feedback
in Appendix XI. We would like your feedback on this manual. Please let us know what worked
and what did not work for you. We welcome your ideas about how to improve and enlarge this
project.
The COVID-19 pandemic changed the world as we were finishing this book. The calligraphy
community transitioned to more online courses. We have incorporated a few strategies to help
you navigate. You will find this resource primarily focusses on in-person, intimate classroom
environments however information is appropriate for both in-person and online settings.
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1

PRE-PREPARATION
Identifying the items listed below as soon as possible will help you to organize your
class.
Who are you going to teach?
• Adults;
• Children;
• Novice; or
• Experienced.
Where will you teach?
• Classroom;
• Library;
• Community center;
• School;
• Seniors’ center;
• Online;
• Locally; or
• Destination location.
Why?
This may seem like an obvious question, but it is important for you to answer it. Some of
the reasons to teach are:
•
•
•
•
•
•

Share your knowledge;
Inspire others to master calligraphy;
Meet other calligraphers;
Improve your own skills;
Make a living; and
Establish yourself in the calligraphic world.

How?
• Will you be teaching alone or with other teachers?
• How many students will you teach?
• How can you teach in a way that is interactive, meaningful and engaging?
How long will you teach?
• Two hours;
• Half a day;
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One day;
Two days/weekend;
Four days;
Weekly; or
Monthly.

What are your proficiencies?
• What are you going to teach?
• What will your students’ success look like?
• What competencies/skills will they gain?
• How will you know they have succeeded?
• How will they know they have succeeded?
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PREPARATION
Why it is so critically important
• Do not underestimate how much preparation is required. Preparation is the most
time-consuming part of teaching. It takes five or six times as long to prepare to
teach as to teach.
• PLAN and plan to be FLEXIBLE.
TIP from
• By all means, build upon a previous class
Renate Worthington
when you prepare. Avoid duplication if
(Bow Valley Calligraphy Guild)
you have already taught the material to
Have a separate bag of all your
tools, supplies, etc. for each different
any of the students in your new class. It
class that you teach to keep things
is okay, however, to repeat basic
organized and ready to go.
principles provided they are used as a
building block.
• When you are organized and prepared, it not only gives you confidence as a teacher,
but gives the students confidence in you as a teacher. In addition, it allows the class
to flow seamlessly and effortlessly from one skill to the next.
• The success of a class depends 85% on preparation. It is ESSENTIAL. The remaining
15% depends on a good night’s sleep, rapport with your students and your innate
skill.
Lesson planning
There are two essential steps which must be taken in lesson planning. Decide:
1. Exactly what you will teach; and
2. How much time you need to teach what you have identified.
You may be familiar with the lesson plans prepared by school teachers. These plans set
out the subject matter, length of time to be spent on each component of the subject
matter, resources required, etc. Every successful teacher uses a lesson plan - calligraphy
teachers must also. Just as when you set out on a road trip you have a map of where
you are going, when and where you will stop, motel reservations, and gas station
locations, so too with teaching calligraphy. You must plan exactly where you are going
with the students and how you will get there. The time to think about and plan for all
these things is at the very beginning and not the week or day before the class convenes.

2.2.1 Drafting your lesson plan
The following items are things to consider when drafting your lesson plan:
1. Sequence of content;
2. Allot time for:
o Demonstrations;
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o feedback (to individual students and to the whole class);
o breaks;
o individual instruction;
o review; and
o homework (see Appendix II – Pre-Course Work/Homework).
Clearly identify what you want the students to leave your class with – an
introduction to several hands, mastery of one hand, an introduction to gilding or
embossing, etc. Make a list of the elements you must cover to reach that goal;
Determine how the students will learn and practise each skill. For example, consider
whether to teach letters in families, by similar strokes, basic techniques before
complex techniques, etc.;
Roughly estimate the time required for you to demonstrate and the students to
practise each constituent part of the skill. When demonstrating, highlight what the
class may find challenging and provide tips on how to overcome those challenges;
Be realistic about what you can accomplish in the time you will be with the students.
This may require you to revisit the scope of what you will teach;
If you are concerned you may not have enough planned, have a few extra exercises
or skills prepared for use if necessary. If you do not use these extras, do not mention
them. Participants are disappointed when a teacher tells them there are things he or
she thought about doing but did not do, even if the students were not expecting
them. A sample lesson plan is provided in Appendix I – Class Outline; and
In addition to your lesson plan, you will want to consider:
o Exemplars (Appendix IV);
o Handouts (Appendix V);
o Materials List (Appendix VI); and
o Classroom Setup (Appendix VII).
Consider whether you will ask the students to do pre-course work and/or homework
(Appendix II – Pre-Course Work/Homework) during the course. Determine how you
will tell them about pre-course work/homework – by e-mail, with a video, etc.

TOOLS AND MATERIALS
Tools and materials play an important role in creating beautiful letters. Consider which
tools to bring to the class for demonstrations:
•
•
•

If you are travelling by plane to teach, think about what you are comfortable packing
in your luggage;
If you choose not to pack ink, paint or other things, find out whether they can be
bought locally;
If you do not have time to shop when you arrive, consider shipping them to a guild
member or asking one of the guild members to buy them for you;

______________________________________________________________________________
MAY 2021
Copyright © 2020 Bow Valley Calligraphy Guild
Page | 4

TEACHING CALLIGRAPHY EFFECTIVELY
•
•

Bow Valley Calligraphy Guild

If you ask someone to buy things for you, be specific about the item, brand and size.
Be clear about who is paying for them; and
Consider whether the humidity and temperature of the teaching location will affect
how your tools/materials will work.

2.3.1 Materials
Quality supplies that are generally accepted in the calligraphy community, rather than
basic student-grade materials, are much more gratifying to use and help the students to
progress successfully.
•
•

•

•

•
•
•
•

Consider carefully what a reasonable price is for your students to spend on
materials;
Consider supplying the materials and charging the students. That way, you know the
class will have exactly what they need and the students will not be frustrated using
subpar materials;
Consider how you will respond to students who will tell you they have all the
materials on your list and do not wish to buy more. If they do not have the brands
you have specified, will you allow them to use substitutes? Your response may
depend upon whether you are familiar with the substitutes;
How will you respond if a student comes with inadequate materials? It is a good idea
to always bring extra supplies to ensure all class members will be able to participate
in the exercises/activities;
Consider asking the participants to bring their favourite quotes or words on a
particular topic to class. Make sure to communicate this to them well in advance;
Avoid asking students to buy materials and then end up not using them in class.
Students are not happy to buy things that will not be used;
Bring specialty items to your class so that students can try them before deciding to
buy them; and
Be up-to-date with current supplies and suppliers in order to guide your students
well with what to purchase and options.

2.3.2 Technology
• Be sure to test any technology twice before your class begins.
• Be courteous and follow practical personal device etiquette during your class:
o Do NOT check your personal e-mails, text messages, Facebook, Twitter,
Instagram, etc. while teaching;
o Do NOT take phone calls while teaching;
o Silence your ringer on your cell phone; and
o If you are using your phone as a timer, communicate to your students you are
using your phone for that purpose only.
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2.3.3 Handouts
• Students definitely value good exemplars. Use your OWN: be authentic and
legitimate. Be sure to include your copyright by noting on the exemplar that it is
yours and you are claiming the copyright.
• Remember to ask permission when using someone else’s work and give them credit.
• Are your handouts part of the class fee? Are they an extra cost? Who will be copying
and preparing the handouts – you or the course coordinator? Remember that colour
photocopies are expensive - students will be more willing to pay for them if they
know in advance. It is generally best to include them in the class fee.
• Students love detailed handouts which identify each skill.
2.3.4 Packing for the course
Here is a checklist of what you may need to take to the class:
•
•
•
•
•
•
•
•
•
•

Class list;
Name cards for students;
Markers/chalk (for demos);
Handouts (including an extra copy for yourself);
Writing tools/ink/paper;
Extra supplies;
Water/snacks for yourself;
Examples of your work;
Work you would like to sell; and
Small hostess gift.
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VENUE
The room in which you will teach is a very important part of the learning experience.
Although you may have no choice about the room, you must choose how to use it to the
best advantage for the students.
Consider:
•
•
•
•
•
•
•

The pros and cons of the venue;
What will be comfortable for the students. Do not overcrowd the room;
Whether the height of the tables and chairs is suitable;
How best to arrange the tables and chairs (so the students can see you and the
demonstration surfaces);
What audio visual equipment is available, e.g., flip charts, blackboards, projectors,
projection screen, etc.;
Where the electrical outlets are located and whether extension cords are needed;
and
Whether the lighting is sufficient.
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PRICING
There are two categories of fees and expenses to consider:
1. Instructor’s Fee (paid by the guild or school); and
2. Class Fees (paid by the students).
Instructor’s Fee
When setting your instructor’s fee, consider:
• Whether or not to charge a daily rate:
Most instructors do charge a daily rate. Although the rate can vary significantly,
there is a general range. Check with other instructors at your level. Be sure to talk
about the number of teaching hours so that you are making a straight comparison.
• Extra costs for expenses such as photocopying handouts and speciality supplies:
You may wish to include them in the class fee rather than having the students pay
for them at the class.
• If you are travelling a considerable distance, you may require a minimum number of
teaching days. Also consider:
o If you are moving from guild to guild, there may be some down days. Think
about how you might fill your time with those days; and
o Whether you have the time and desire to take on private students. Working on
commissions may also be an option;
• Any currency exchange issue; and
• Including the cost of baggage and transportation to and from the airport
Class Fees
To calculate the class fees, consider:
•
•
•
•

What the daily going rate is for classes where you will be teaching;
What students normally pay for similar classes;
The maximum number of students allowed in the class; and
The minimum number of students to cover all expenses.
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DAY BEFORE
•
•
•
•

•
•

Review your teaching goals (Appendix I – Class Outline).
Pack your supplies.
Consider any concerns your students may have or any reassurances they may
require in order to be successful in your class.
Start memorizing students’ names. Learn what you can about your students’
backgrounds and experiences. Plan to make notes as the students introduce
themselves.
If you have advance access to the room, arrange the classroom and test all
technology.
Breathe…
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TEACHING
General
• Introduce yourself and write your name, email address and website on the board.
Keep your introduction short. Focus on the students and the class content. They will
learn of your expertise as you teach, demonstrate and provide them with feedback.
• Have your participants take a few minutes to introduce themselves. This allows you
and the students to get to know and relax with each other. Tell the students exactly
what you would like them to talk about – maybe just their name and one detail.
• Take notes of what the students say. Learn and use their names. Show that you care.
• Communicate to your students the expectations you have set for the class.
Goals
• Outline the class to your students and identify your teaching goals.
• Describe what the end-product will look like. Show the students some examples if
you wish. If you are concerned about restricting their creativity, stick with the
description only. You may also discuss which skills you expect the class to practise
and master.
• Teach to average skill level. Do not teach to the most experienced or to the very
novice calligrapher.
• Be prepared to offer more challenging and simpler exercises.

Learning environment
• Create a safe learning environment by being quietly kind as a teacher and allowing
students the freedom to make mistakes and learn from them.
• Remember that your students may be scared, apprehensive, doubting themselves or
wondering why they signed up for the class. Laughter is so important to allay all
these emotions and is essential to creating a safe learning environment.
• The classroom is a place to support and enlighten students to help them grow in
confidence and skill. It is never a place to squash, demoralize, criticize or humiliate a
student.
• Never talk disparagingly about former students or other instructors.
• Project your voice so everyone can hear
TIP from
you clearly. Make sure the class is with
Bow Valley Calligraphy Guild
you. One way to do this is to wait until
Have an expectation list that is
you see all eyes are on you.
distributed to all students before the
class (e.g., turn off cell phones in
• Walk around the classroom to see how
order not to disturb others in class).
each student is progressing. With their
permission, hold their hands so they get
the feeling of the movement of the pen
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on paper. Test their tools if they are not working. Sit at their desk to ensure the pen,
ink and paper are all working together.
Your confidence as a teacher
• Students sign up for your class to learn from you and improve their skills.
• You are more skilled and more familiar with what you are teaching than virtually all
your students. Do not worry about those who are experienced calligraphers – they
have also come to learn.
• Realize that teachers always learn from their students:
o Assess your strengths as you prepare. Play to your strengths and be aware of
your weaknesses.
o Take notes of what went well, what you would like to do differently next time,
etc. Take pictures of your work and your students’ work (with their permission).
o Post your class’ work on social media with their permission. It is very gratifying to
your students and inspiring to prospective students. Consider posting it as
‘students’ work’ without identifying the students. Many students view their
classwork as unfinished and would prefer it not to be identified on social media.
• It is OKAY to make mistakes. If you make a mistake, for example an ugly letter or an
ink blot, admit it immediately. Students appreciate that and certainly do not expect
you to be perfect. A teacher who identifies and corrects her mistakes is authentic,
and helps students analyze and correct their work. Clearly identify any uncorrected
mistake on the page so it is not unwittingly followed.
• You do NOT need to know everything. If you are asked a question to which you do
not know the answer, respond that you will look into it and let the student know. If
you do say that, be sure to follow up either later in class or after class with an e-mail.
Keep track of these things by making a note which you will check before a break or
lunch.
• Teachers make the course their own – you are your best self and only a second best
someone else.
• Anxiety before teaching: the more you teach, the more confident you will become.
Once you get started, the butterflies will vanish!
• Be humble. This is about the students and not about you. Keep conversations about
yourself, your commissions and achievements to a minimum. A good teacher will
almost fade into the wallpaper.
Pace of instruction
• Start on time, even if the stragglers are not there.
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Pacing is controlled solely by you, the teacher. Do not stray from your teaching plan.
You want to be the teacher who utilizes time effectively, resulting in the class time
being well-managed.
The average attention span of an adult learner is 10 to 12 minutes. For children, it is
3 to 5 minutes - if they are interested in the subject matter. Create soft breaks to
allow the students to re-engage.
Know when it is a good time for the students to take a break. Resist the temptation
to skip a break to fit more things in. Breaks allow the students to relax and reset,
which is especially important for those who may be struggling.
Do not tell your students they will be learning a particular skill and then not do it
because you ran out of time. Under promise and over deliver, not vice versa.
Tell students when they are nearing the end of a particular exercise, e.g., in 10
minutes, you will put your pens down so we
can start learning the next skill.
TIP
Finish on time. Participants may have other
Use a timer to help you manage
commitments, rides arranged, etc.
the pace of the class/workshop.
Most smartphones have a timer
Students value time management and time
app to assist with this.
direction. Not all artists excel at this skill, but
please do your best for the students.

The uniqueness of students
Being able to teach a skill in various ways is helpful for students with different
predominate learning styles, e.g., audio, visual, kinesthetic, etc. A hidden benefit to you
as the teacher is you will expand your understanding of what you are teaching by finding
different ways to teach it. In addition to showing and verbally explaining a technique,
having the details in a handout can be a good resource for the student at a later time.
•

•

Beginner students
o Find at least one positive thing about their work and point it out.
o Help them formulate and execute a reasonable goal. They will not become a
master calligrapher in one class so your goal is to encourage them to keep
practicing and learning.
Students who ask many questions and dominate the discussion
o It is your responsibility to ‘manage’ the class. Be kind, firm, and assertive enough
to defer questions that are disruptive.
o Divert the issue by opening the discussion with a question and then perhaps
directing the question to a student who may be more introverted. This provides
an opportunity for you to have more control over class participation.
o Remember to always steer the discussions in a positive direction.
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Struggling students
o Struggling students tell you of their struggle through their body language, sighs,
work on their paper, their words and perhaps even tears.
o Encourage those struggling by staying calm and positive. Go back to the basics
with the student. Provide positive feedback with kindness.
Students who have sweaty hands
o Try not to make them feel self-conscious about it.
o Suggest they use a piece of paper as a blotter under the heel of their writing
hand.
o Consider recommending a white cotton glove for their writing hand.
o Do not use talcum powder – this can alter the paper’s ability to absorb the ink.
Students who are doing something completely different than instructed
o This can be challenging. Weigh carefully the benefits of trying to entice the
student back to the curriculum against allowing the student to carry on as she
wishes. To make this decision, consider who is off course and why they may have
chosen to go off course and their skill level.
o If you decide to say something or ask why they are working independently, have
a private conversation at the break or away from the other students.
o If it is important to you that the student does what you have instructed
according to your lesson plan, explain why it is beneficial to follow that plan.
o You may decide to strike a compromise with the student – encourage the
student to follow your plan and after the assignment is completed, they may do
what they wish.
o Remember too that skilled calligraphers may take a beginner class. One of the
reasons they do is to spend time with other artists and keep their skills fresh.
Seniors
Seniors are not unique learners -- they are just as keen as younger learners to learn
something new, have fun with the process, engage with other like-minded people,
and create something of which they are proud.
o Seniors may, however, have problems with stiff fingers, or weaker eyesight.
Encourage your students to accept their letters, imperfect as they may be.
o PHYSICAL AWARENESS: Think about the distance between your demo letters and
the student farthest from you. Ask, "Can you see?". Invite anyone to come up to
take a closer look. Make sure they can hear you.
o DEMONSTRATIONS: These are essential (really for students of any age.) Show the
finished product first (e.g., look at the ‘G’ in this alphabet), explain the
technique, and then show the technique and the end result.
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o REPETITIONS and EXPLANATIONS: We all learn best by understanding and by
repetition, and by hearing and doing things more than once.
o OPTIONS: Some students love to do extra work at home and are proud to share
it with their classmates. Others, not so much...so making the homework and
‘show and tell’ as an option, may be a better suggestion. The best time for
sharing might be partway through the class so that students do not come late
hoping to avoid the ‘show and tell’ segment.
o VARIETY: Build in different activities (like listening, watching, writing, getting up
to watch, commenting, sharing, and stretching).
o INPUT: Allow students to have input into selecting topics or alphabets for
upcoming classes, with examples of your finished work to help them decide
which course to sign up for.
o KEEP IT FUN!: Teach in a way that shows your passion for calligraphy and your
enjoyment in sharing your skill and being their teacher. If it is fun for you, it will
likely be fun for your students. Remember, this is recreation for them, not a
career.
Providing feedback
• Provide effective feedback.
• The four-part feedback method described in Appendix XI – Giving Effective
Feedback is guaranteed to help students improve and excel. Use it.
• The most important part of this method is to choose and speak about one point and
one point only in the composition:
FIRST - Give that point a name, which is called a headline, e.g., “Let’s talk about
using the nib to draw thick and thin lines”,
SECOND – Describe your observation, e.g., “The lines in the A you have written in
the second line are uniform in thickness”.
THIRD - Tell the student why you have made this observation by giving the rationale,
e.g., “Part of the beauty of calligraphy and this hand is the different thickness of the
lines which make up each letter”.
FOURTH - Tell the student what to do going forward by offering a prescription, e.g.,
“Strive to use your nib to make both thick and thin lines within the A and other
letters. You do that by changing the angle of the nib, like this….”
When walking around the classroom, use the students’ works with permission as
teaching and confidence building opportunities. You may hold up a student’s work
to show the class or invite them to stop by to see the work you are commenting
upon.
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•

If you are unsure whether the student has understood what you are saying, you can
ask the student what she is going to do as a result of this feedback. If the student
understands the concept, but is having trouble with its execution, help her with that.
• It is especially important to identify just one thing to discuss with the student if she
is struggling. When you come back to that student later, note if they have
incorporated your feedback and succeeded. If they have, be sure to acknowledge it.
This is a proven method to improve confidence. Increased confidence leads to
increased skill and increased skill leads to improved confidence. This is the secret to
effective teaching.
• If the student continues to struggle, find something that student has done well and
talk about it by revisiting the four steps.

Management of time
• Primacy: A majority of the time is spent on what is most important. Know what is
important and articulate it well.
• Recency: Talk about what everyone is expected to accomplish in the next half hour
(or whatever time period you decide on) just before starting the segment. Giving
students instructions in measured bites allows them to be more focused and
prevents them from becoming overwhelmed.
• Balance class time between speaking, demonstrating and allowing the students to
practise. A good rule of thumb is to speak a little, demonstrate a bit more and leave
the rest of the time for practice.
• Stop at the desk of each and every participant. Try to spend equal time with each
student. Start in a different place in the classroom each time. A plan will help you
execute this.
• If you want to gather the class to watch what you are doing with/for one of the
students, invite them.
• Maintain excitement. Ways to do this are:
o Commenting on individual pieces to the class;
o Noting improvement and telling the student;
o Showing them how you are building on foundational skills; and
o Introducing new concepts and skills throughout the course.
• Keep conversations in the classroom relevant. If a student interrupts frequently or
asks a question which is off topic, you may respond by saying:
‘That is a great question/point/idea. Let us talk more about it at break
time.’
Be sure to make a make a note for yourself so you will remember to do so.
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Teaching strategies
• Share your excitement and passion! Your energy and enthusiasm are contagious and
so important for setting the tone of the class.
• Be authentic.
• Genuine concern for your students and a desire to help them to improve their skills
is often more important to and appreciated by students than the teacher’s absolute
mastery of the skill. Students look to you to teach them, not present your skill to
them. This should help you feel confident in your desire and ability to teach. The
best calligraphers may not necessarily be the best teachers.
• Focus on your students by understanding what they want and need.
• Recognize that students will have different predominant learning styles: auditory,
visual, kinesthetic. See Appendix X – Different Learning Styles. Ensure that
instruction is directed at each of the learning styles and be sensitive to the fact that
everyone learns differently.
• Empower your students to develop their own styles after they have learned the
standard hand.
Keep improving your own skills
• Dig deeper into your topic and stay current. Take classes.
• Give yourself a self-evaluation after teaching. Write in your notes what went well
and what did not work, and what you could do better next time.
• Participate in calligraphic organizations.
• Take classes in related arts/media. Figure drawing is often identified as the most
valuable, but all drawing is helpful.
• Continue improving your technique by teaching the same class, trying new
approaches and different sequencing.
• Those who vary their teaching experience become more effective teachers. Your
teaching prowess is reinforced by change and challenge.
• Attend national and international calligraphy conferences.
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GROUP FEEDBACK
At the end of your class, it is beneficial for your students to provide feedback to each
other. As the teacher, have your students tidy up the classroom and put all but their
work away. You then invite the class to put their work (as many pieces as they would
like or as space permits) on the wall or a table for everyone to see. The students then
take turns providing feedback to each other. Your role is to keep the process moving.
You will likely find that you will not need to provide any further feedback.
This most often becomes a magical process. The students are gentle and kind towards
each other, often focussing on what was effective in the piece they are commenting on.
You will smile with pride as you will see your students identifying and talking about the
elements you have taught them.
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EVALUATION FORMS
•

•

•

Evaluation forms serve several purposes. They:
o Allow the students to reflect on what they have learned and think about what
they would like to learn in the future;
o Give the instructor feedback about the strengths and weaknesses of the course.
The best time to ask your class to complete an evaluation is at the end of the course,
before cleaning up in the classroom. If you wait until the students are about to
leave, they may leave without filling out the form.
Some students who were not pleased with the class may blame the teacher rather
than accept responsibility for their lack of skill, attention or preparedness. Disregard
the most scathing feedback as well as the most effusive. This allows you to focus on
the experience of the majority which is most often a true reflection. It also allows
you to take the feedback constructively, learn from the teaching experience and
consider what you may change before teaching again. Do your best not to take any
critical responses personally – especially if the response was anonymous.
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TEACHING OPPORTUNITIES
•
•

•
•
•

•
•

•

Have your own website. State on there you are willing and able to teach – especially
in exotic locations. Have a class list. You can even talk about your commissions here.
Coordinating a class in another city/province/country is an extensive process.
Consider some of the following items as an important part of your checklist:
o sleeping space;
o quiet;
o bathroom;
o days off;
o how long the guild is happy to have you – remember that instructors, like fish,
smell after three days;
o currency/exchange rates;
o payment options;
o navigating customs to and from;
o local regulations governing ‘employment’ and presence in a foreign country; and
o safety.
Talk to those who have taught – ask them where they have taught.
Who do you want to target as your instruction audience?
Why teach? Teaching not only helps others become more successful on their
calligraphic journey, but it also helps to solidify your knowledge on the subject
matter.
Advertise on a website (e.g., your local guild), social media, etc.
Putting together an online class can be an option. Much of the information in this
manual can apply, though there are certainly unique aspects to online teaching. It
can be incrediby rewarding and successful, but there is a lot of time and work that is
needs to be dedicated to the preparation.
Appendix XV – Finding Teaching Opportunities provides some ideas on where to
find those teaching opportunities.
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TEACHING RESOURCES
•
•
•
•

Other teachers.
Books (Appendix XVI – Teaching Resources).
Online.
Your own resources – draw parallels to other things you have taught.
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ONLINE TEACHING
There are many online video platforms to choose from to host an online class. Do your
research carefully to determine which platform would best support your requirements.
Your budget will also play an important factor in which platform you decide to choose.
Will your class be ‘live’ or a ‘recorded’ video? There are pros and cons to both:
Live Class
• Ensure you are familiar with the technical requirements or the platform you will be
using.
• Ensure that you have the correct time zone when advertising your class. You do not
want students from other time zones to miss your class by accident.
• If it is live, does the student have to be available for the entire time the instructor is
teaching the class or will the live class be available for viewing at a later time?
• Interaction with the instructor is possible with a live class.
• Unnecessary interruptions and distractions must be limited.
• Consider having a tech host and-or check-in assistant. Be sure your online platform
allows you to assign a co-host.
• Participants must arrive on time or early (in order not to interrupt the flow).
• Start and end on time.
• Be sure to take enough breaks.
• Have your tools and supplies organized, and within easy reach so that you do not
have to ‘step away’ to grab something.
• If you need to share your screen, be mindful that nothing too personal is also
available for your class to see. Keep it professional.
• Identify how you want the students to be able to ask questions and when they will
be answered (either at the end of the session or via a private message).
• If you have several live sessions, consider not having them too close together in
order to give your students an opportunity to practise their lettering in between.
• Will there be a maximum number of students allowed?
Recorded video
• This format will allow the students to stop and rewind, and re-watch certain parts.
• The video can be watched piecemeal (i.e., not all at once) at the student’s
convenience.
• Can be edited by the instructor and checked for clarity.
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Considerations for both live and recorded classes
• Will there be handouts?
• When and how will you get the handouts to the students?
• How will you protect your materials by copyright?
• How long will students have access to your classes?
• Encourage student to use share personal information such where they are from in
the chat function.
• Consider break-out rooms for an opportunity to get to know other students.
• Can students see the demos clearly?
• With document cameras and online teaching, it is still important to find a way to
show the lettering in different ways and on different scales.
• Do you plan to check homework? How much feedback will you provide? This can be
a very onerous and time-consuming prospect.
• Consider providing generic feedback with Frequently Asked Questions or commonly
encountered problems.
Technical considerations
• Hardwire your internet connection to avoid any unstable Wi-Fi connection issues.
• Plug in your computer / laptop or have a back-up battery.
• Organize your space. Where is your camera, left or right?
• Ensure poor lighting and shadows while filming do not detract from the students’
ability to watch you teach. You may wish to invest in either:
o An LED light (e.g., 5K to 6K daylight bulb) can help to produce a more videofriendly colour temperature. A 3K soft light bulb will cast too much amber on
you; or
o An LED ring light (recommend an 18 inch).
The colouration of fluorescent (or CF) bulbs tends to cast people in an unflattering
light.
If you do not wish to invest in lighting, you can opt to face the window to allow for
natural lighting which is the most flattering source of light. You will also need to
consider the time of day. Avoid sitting with your back to the window which will cast
a dark shadow behind you.
• Wide-angle face: The cameras on your smartphones and webcams are wide-angle.
In other words, if you are too close to it, you will look distorted (e.g., your nose looks
30 percent wider than it is in real life). Step back from the camera.
• If you will be talking in front of the camera, keep the camera lens slightly above eye
level. HINT: If you are using your laptop camera, prop your laptop on a stack of
books.
• Minimize any background noise which can be very distracting.
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Consider using a headset.
Use an accessory mic for higher quality audio.
If you have a second camera or document camera, practise ahead of time.
Laptop cameras are ultra-low-resolution, and for $100 to $200, you can look much
more presentable with a separate webcam.
Background: Have a clean and clutter-free background.
Test your first live stream with friends or family so that you can get feedback on
anything that needs to be improved upon.

Other items to consider
• Is a Hybrid workshop a possibility? This might include some live and some recorded
portions.
• How will participants register? Consider Eventbrite?
• How will participants pay for your class? Via PayPal? Via e-transfer?
• What other costs are involved such as platform (Zoom, etc), space rental, tech host,
storage of online data (recording)?
• Determine storage plan for the recording, instructor–guild collaboration and how
long with the recording be available.
• On some platforms you can track the number of views of the recording.
• If you have many pages in the handout, let students know which ones to print for
the class and which ones can be left on their electronic device.
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Class Outline

It is essential to have an outline of your class. Below is an example for an in-person class:
FROM PENCIL TO PAPER – Ann Purdy
Four-Hour Lesson Plan
Item
Time Period
• Instruction
• Why are you interested in this class?
9:15 am – 9:30 am
• My background and journey with graphite lettering
9:30 am – 9:45 am
• Supplies (ones I find work best)
9:45 am – 10:00 am
• Eye-to-Hand Transfer
• How to hold the pencil (5-minute demo)
10:00 am – 10:15 am
• Shading demo
10:15 am – 10:45 am
• Shading practice and brief sharing
10:45 am – 10:55 am
• BREAK
10:55 am – 11:05 am
• Drawing letters demo
11:05 am – 11:20 am
• Drawing letters practice and brief sharing
11:20 am – 11:30 am
• Composition demo
11:30 am – 12:40 pm
• Composition practice and brief sharing
12:40 pm – 12:50 pm
• Clean-up
12:50 pm – 1:00 pm
• Show ‘n’ Share
Note: In an online class encourage participants to sign in early.
9:00 am – 9:15 am
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Appendix II
Pre-Course Work/Homework
•
•
•

•
•

Explain to the students the purpose of the pre-course work/homework (i.e., why you
are asking them to do it, what they should be looking for).
Clearly describe the pre-course work/homework. Tell them how long they should take
to complete the pre-course work/homework.
Decide whether you will:
Quote
o Have the students show their pre-course work/
You will become clever
homework to other students in the class. This can
through your mistakes.
create a good opportunity to answer questions the
- German Proverb
class may have about challenges presented by the
homework.
o Check the pre-course work/homework. If you do not, can you be certain your
students have the groundwork for the class?
Will the students work on quotes? Consider asking the students BEFORE the class starts
to gather some of their favourite quotes to use.
Will the participants use their own words? Tell them in advance so that they can take
the time to think about what words they would like to use.
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Appendix III
What can be Accomplished?
Time Period
Two Hours to
One-Half Day

Suggestions
•
•

•
•
•

Nine hours

•
•
•

One Day

•

Explain that some alphabets require more time to master.
Suggested alphabets for a short class:
o Monoline;
o ‘B’ Style Nib;
o Bookhand/Foundational;
o Neuland;
o Brush; or
o Versals.
Sometimes calligraphy classes are part of a larger event (e.g.,
team building event) and moving from one activity to
another has to be easy.
For novice calligrapher teachers, this may be good
experience.
Expect to teach one lettering style. Prepare one kit per
student ahead of class time to make a small project, e.g.
card, gift tag, bookmark, weathergram, tree ornament,
decorated lunch bag, etc.
These are usually Friday evenings (3 hours) continuing to
Saturday (6 hours).
Students can be more tired in an evening class (e.g. if they
have worked all day).
Reassure students they will feel more perky on Saturday. In
most cases, this will be true.

•

May include a variety of activities and possibly allow time for
finished work.
Main purpose is to get ‘one’s feet wet’

Two Days

•
•
•

Allows more flexibility in planning.
Day One: Acquiring the skills(s).
Day Two: Using the skill(s).

Three or Four Days

•

Allows students to really get into a particular topic and work
with it for an extended period of time.
Activities should be varied and enough breaks given.
Practice pages can be assembled to create a booklet.

•
•
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Appendix IV
Exemplars

•
•
•
•
•
•
•
•
•
•
•

•

Create your own exemplars which will then reflect your ability and your target audience.
Look at other exemplars for format. You need to be able to do the letterforms you are
comfortable with since you have to teach and demonstrate them.
Consider adding alternate forms at the bottom of the exemplar.
Digitally you might choose your best letters and put them together into one exemplar.
Show guidelines (baseline and waistline) and stroke sequence (ductus).
Consider having a lined page as one of your handouts, for students to use underneath
their practice sheet.
You might write out many exemplars until you get one you are happy with. As a teacher,
you must be able to identify which letters are correctly done and which are not.
Solicit critique and feedback from experienced teachers who will be honest and give
constructive suggestions. This helps train your eye to see the errors.
If you are using something from someone else be sure you have permission and note
right on the exemplar that you have permission.
Suggest books with good exemplars and recommend them to students so they have
those exemplars to use as well.
Encourage beginners to follow the letterform on the exemplar carefully. Tracing is
effective for beginners to be sure to get the correct strokes and to develop muscle
memory in the fingers and hands.
Consider not using an exemplar for a more advanced class. Students knowing the basic
letter forms would benefit from creating their own alphabet style, e.g., ruling pen.

With their permission, we have included exemplars created by Betty Locke and Ann Purdy, and
the copyright belongs to both Betty and Ann, respectively.
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@Locke 2012
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Appendix V
Handouts

•

•

•

•

•
•

•

•

Students LOVE handouts - more is better! It can be challenging for students to take good
notes in class, listen to and watch the instructor all at the same time, so detailed
handouts are helpful.
Your handouts can include, on every page:
o Historical and background information about the hand you are teaching;
o Samples of work – yours plus others (with their permission and credit to them);
and
o Step-by-step process (with illustrations) of techniques - this can be particularly
helpful for novice students. Make sure your written instructions are clear and
use only good quality illustrations and examples.
Keep a three-ring binder for each class with the handouts in it, along with the class
lesson plan, the write up for the guild, and two lists of supplies – one is for the student
and one is your packing list. Keep this on your computer so you can easily update it.
Be sure to add a copyright on your handouts to protect your work. Include:
o The word ‘Copyright’ by itself and/or the ‘©‘ symbol;
o The year the material was created; and
o Your name.
e.g., Copyright © 2020 by Ann Purdy or © 2020 Ann Purdy
Consider whether your handouts should be bound together or loose.
Decide whether to distribute your handouts all at once at the beginning of the class or
as you go (the latter if you do not want people to be looking ahead of what is being
instructed at the time).
Build the cost of your handouts into your quote. If you will be travelling, consider asking
the guild to copy the handouts for you. Send the electronic version far ahead of time
and ask them to confirm with you the copies have been made.
Colour copying can be expensive, but worthwhile. If you are asking the guild to do any
colour copying of your handouts, be sure to alert them in advance.
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Materials List

•

•

•

•

•

•
•

Pictures of materials are really appreciated by students, especially beginners. It is also
helpful if you state not only what your students will need to buy, but why you have
asked them to buy a particular tool/material, and if possible, where they can purchase
the items.
Talk to the local art store to make sure they carry the tools and materials you are asking
the students to purchase for the class or consider asking the guild for help on this.
Months of lead time may be required to order and receive an item for the class.
You may opt to bring special tools or materials by adding them to the supply fee.
Consider buying in bulk in order to save on costs and/or ask the guild to make the
purchase, e.g. expensive paper. Students appreciate reasonably priced supplies and you
appreciate knowing the students have the right supplies.
Two popular U.S. calligraphic supply vendors are:
o John Neal Booksellers (www.johnnealbooks.com)
o Paper & Ink Arts (www.paperinkarts.com)
In Calgary, Alberta, Canada, where the authors of this Manual practise calligraphy, we
are fortunate to have Kensington Art Supply (www.kensingtonartsupply.com) who carry
a very good inventory of calligraphy supplies and can provide shipping as well.
Remember to include common items on your material list, such as paper towels, water
containers, baby wipes (great for wiping all spills!), mixing brushes, etc.
Try not to borrow ink or materials from your students. If you choose not to bring
something with you, arrange for the guild to pick it up for you or direct you to their local
art store.
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FROM PENCIL TO PAPER – Ann Purdy
Supply List
•

Staedtler Mars Lumograph Pencils
The set of 12 gives a nice variety of different hardnesses to choose from. Kensington Art
Supply also sells these pencils individually. If you would prefer to buy the individual pencils, I
would recommend getting the 6B, 4B, 2B, HB, 2H, and 4H.

•

Mechanical Pencil – 0.2 mm or 0.3 mm (HB lead)
My favorite mechanical pencils are the Pentel Orenz 0.2 mm and the GraphGear 1000
(0.3 mm). With a smaller lead, I can draw finer details. I prefer the HB lead as it is not too
‘hard’ and not too ‘soft’. The H lead can sometimes leave embossed lines where I have drawn
and is also sometimes harder to see because it is so light. The B lead can sometimes break
when I apply too much pressure because it is a softer lead.
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Blackwing Pencil (either Palomino or Pearl)
These are reasonably priced pencils and lovely to draw letters with.

•

Blackwing Long Point Sharpener OR KUM Automatic Long Point Sharpener
These sharpeners sharpen your pencil to a longer and sharper point. They are worth the
investment.

•

Lyra Water-Soluable Graphite Crayon (6B or 4B)
Be sure to look for the one with a water drop on it which indicates that it is in fact water
soluble.

•

Gray Kneadable Eraser
I ALWAYS have a kneadable eraser on hand to use when I’m sketching or drawing. They lift
the graphite off your paper without damaging the fibres of your paper.

•

Staedtler Mars Plastic Eraser
Not all white erasers are the same. The Staedtler Mars Plastic Eraser is reliable and works
well. You cannot go wrong with this Eraser.

•

Tombow Mono Zero Eraser (2.3 mm)
This Eraser is the absolute BEST for erasing small areas!
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Classroom Setup

•

•

•
•

•
•

•
•
•
•
•

Ask the guild class coordinator for the classroom dimensions, how they normally set up
their room, and how many students can be comfortably accommodated. Ask the size
and number of tables. Also ask about the sink facilities or other alternatives for cleaning
brushes and ink. Using water buckets for this is neither fun nor convenient.
Do you have a preference as to how the room should be set-up (e.g., u-shape,
classroom, circle, etc.)? If so, use a diagram of the classroom setup you would like when
communicating with the guild so as to eliminate any confusion
Will students be sharing tables?
Do you require large sheets of paper for demonstrations? If you do, ask the guild to
purchase a roll of good quality paper and a means of putting it up (good quality tape
and/or magnets).
Is there a large blackboard available to use? Will you use it? If you do, will you require
different coloured chalk to do your demos? Do you want an eraser to use?
Is there a document camera available to use? It is easier to demonstrate using a
document camera (especially with large groups) and for the students to see what you
are doing. Most instructors nowadays use document cameras and some will even bring
their own.
Is the building easily accessible? Are keys required?
Is there an elevator or stairs? Should this be communicated to the students (in
particular, students with mobility issues)?
Are there bathrooms available?
Is there a kitchen with fridge access?
Can you leave your equipment in the room during non-class hours? If so, is your
equipment secure?
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Appendix VIII
Class Management
Each teacher has expectations and preferences about many aspects of the class. Because
teachers’ expectations and preferences differ widely, it would be of benefit (to you and the
students) to identify what is important to you and communicate it clearly to the class. You will
want to consider:
•
•
•
•

•
•
•
•
•

Noise level - What is the optimal level of noise for you and the students in the classroom?
May participants talk occasionally among themselves while they are practicing?
Maintaining Control - How you will maintain control in the classroom?
Music - Will you play music? Will it distract from or interfere with your teaching or your
students’ learning?
Sensitivities - Are you or any attendees sensitive or allergic to scent? You may want to ask
the Guild organizer about this. Alert your class of any strong-smelling materials you will use
or ask them to use.
Demonstrations - Do you want students to watch the demonstrations or may they continue
working on their own?
Visiting - May the participants walk around the classroom to talk to fellow students and see
their work? This often happens organically. If you have a preference, express it.
Photography - Are class members allowed to take photos and/or videos of your work and
demonstrations? If so, may they post them on social media? Be clear about this.
Sale of your work - Will you bring your own work to sell? If you do, sell them before the
class begins or during breaks so as not to interrupt class time.
Your table and workspace - Remind students to have clean, empty hands before coming to
your table. Consider protecting your original work in proper packaging. Ask the class to
leave food and drink at their desks.
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Appendix IX
Engaging with your Students
•
•

•

•
•

•

•

•

Walk around the classroom to see how each student is progressing. There is no
substitute for this!
Remember that you are teaching both confidence and skills to your students. Build your
learners’ confidence by inspiring them to embrace their mistakes, and provide
meaningful and specific feedback so that they can learn to improve. Be sensitive to the
individual needs of the student. Some need to be nudged to a higher level, and some
need to be handled very gently so as to not discourage them and crush their selfesteem.
If the student is really struggling, suggest that they either trace your exemplar or
modify/simply the assignment for them. You do not want to further frustrate an already
distressed student. An option is to provide both a basic and advanced exemplar. The
student can then choose to work on what they would be most comfortable with as they
make their progress.
If more than one student is encountering the same struggle, mention the challenge to
the whole class and provide tips on how to address the issue.
When a student wants you to show them something that is not the topic, be prepared
to ask that this happen at a different time outside of the class. You want to be flexible,
but also stay on topic.
Mix up your pattern of going to each
student’s desk in the classroom, i.e.,
TIP from Marsha Brady
do not always start in the same spot.
If it is a large class, prepare them for
Do your best to spend the same
the fact that you may not get
amount of time with each student.
around to every single person each
Some students need and/or crave
time. Ask that they be patient and
that you are aware how frustrating
more attention, but you are there for
it is not knowing if they are doing it
all of them. Remember that even the
right or not.
very skilled and/or quiet ones also
need and want your time.
Students love when instructors do an example on their paper. It is also a good idea to sit
at their desks and try their tools/materials in order to help them diagnose some of the
issues they may be encountering.
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Appendix X
Different Learning Styles
Students benefit from acquiring information in multiple forms. There is a wealth of information
available on the internet you can do further research on learning styles. The table below is only
intended to be a brief summary:
Learning Style
Auditory

•
•
•
•
•

Characteristics
Learn from one-on-one conversations
Able to effectively remember what he hears
Easily distracted by noise
Can talk while writing
Verbal repetition leads to memorization

Visual

•
•
•
•

Observe and watch
Prefer written instructions and illustrations
Learns from demonstrations
Detailed note taking leads to memorization

Kinesthetic

•

Learn from the actual act of doing (even though it may
involve making errors)
Physical repetition leads to memorization
Information seen or heard does not help as much as
practicing the skill

•
•
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Appendix XI
Giving Effective Feedback
Providing feedback to students is an essential part of this course. It is instrumental in helping
students improve their skills. The model for delivering effective feedback has two parts:
1. Observing the student’s work; and 2. Providing feedback.
1.

Observing the Work
LOOK CAREFULLY
What has the student done effectively? What could be more
effective? Might there be a problem with the pen, paper, ink?
What is the student’s skill level?
IDENTIFY
Pick one issue to discuss.
COMPOSE
Prepare your headline and your feedback.

2.

Providing Feedback
HEADLINE
Start with a headline (e.g., “Let’s talk about the shape of
Spencerian letters”).
POINT OUT
Identify what you are going to talk about. Point to it if necessary.
(e.g., Look at this capital A you’ve written in the third line.)
RATIONALE
Explain the problem or explain the good point.
PRESCRIPTION
Provide a clear statement to fix the problem or reinforce the good
point. (e.g., “Do it like this…” or “Keep doing it just like that.”)
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Tips for Providing Effective Feedback
•

Choose one point—and only one—when providing feedback on a piece of work.

•

Do not only provide feedback to fix problems. Feedback must also reinforce what is
done well, especially for students who are struggling.

•

Focus on the mechanics and skills.

•

Gear the feedback to the student’s level. Give feedback early and often throughout the
class.

•

Feedback should be succinct – taking no more than a minute. Avoid all, but the shortest
discussions.

•

Use the words ‘effective’ and
‘ineffective’ when talking about
student’s work. Do not use the
words ‘good’, ‘bad’, ‘nice’, ‘I like’
or other value laden terms.
Similarly, do not say that is
‘wrong’ or this is a ‘mistake’.
Instead, identify the problem or
the good point.

TIP from Marsha Brady
Praise and re-enforce – on a group
basis or an individual basis. Likewise,
be honest when something does not
look good – say so, but do it in a
tactful, constructive manner. Do not
destroy anyone’s self-esteem with
tactless remarks.

•

Think of it as feedback and not
critique.

•

Students will give up when you state they are not trying hard enough, not paying
sufficient attention, not practicing enough, etc.

•

Remember that confidence and skill development go hand-in-hand.

•

At times, it may be helpful to ask the student to redo a part of her work right after
receiving feedback. If the student is able to redo it effectively, this builds confidence.
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Appendix XII
Helping Different Students
Type
Younger Children

•
•

Seniors

•
•

Have not developed muscle control
Attention span is short
o Include change of activities in order to retain
optimum interest
• Perfection should not be the goal
• Experience and process are what should be valued
• Address the ‘correct’ way to hold a writing tool

•
•

Often come because of the social aspect
Appreciate reinforcement (not bored having
information repeated)
May have hearing or vision impediments
Chronic health problems may affect motor or cognitive
abilities
Physical Challenges

Sweaty Palms,
Fingers, and Arms

•
•
•
•

Try not to make them feel self-conscious about it.
Suggest they use a piece of paper as a blotter under the
heel of their writing hand.
Consider recommending a white cotton glove for their
writing hand.
Do not use talcum powder – this can alter the paper’s
ability to absorb the ink.

Chronic Back Problems

•

Most students with back problems come prepared. If a
student does not, consider encouraging her to adjust
the height of her chair (e.g., use a pillow if one is
available). She may also benefit from frequent
stretches and/or standing in place during
demonstrations, etc.

Height

•

The most important consideration is the position of
your body in relation to the height of the writing
surface.
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Appendix XIII
Left-Handed Students
Some helpful tips are:
•
•
•
•
•
•
•
•

•
•

Change the tool or paper angle.
Demonstrate how to do the letter.
Let them know what they are aiming for and then help them to achieve correct results.
Left-handers will need their own sequence of stroke, order and direction (ductus).
Depending on the letter type, left cut or square cut nibs are preferred.
There is less of a pen angle with Uncial or Bookhand than Italic, so it is an easier hand for a
left-hander to learn.
Some left-handers prefer to pull from the bottom up.
Try putting a chisel (broad edge) nib into the black plastic Speedball oblique holder (with
the round place for your nib) and flipping it so the side piece is on the right side (near the
left-hand thumb). This holds the nib at a bit of a tilt to get the correct pen angle.
Try to demonstrate the letter using your left hand with their nib.
Let each lefty be a problem solver for themselves.
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Evaluation Form

An example of an Evaluation Form is as follows:
Instructor’s Name
Class Name
1. What did you enjoy most about this class? Least?

2. What would you change about this course or its delivery?

3. Would you have liked to learn more about:
(Fill in the blank, e.g., the history of the hand?)

4. Was there enough instruction about:
(List here the particular elements you taught the students, e.g., how to shade, how to
form the letters, how to compose a please piece, etc.)

5. Was the right balance struck between teaching the group and individual help?

6. Was the materials list reflective of what you really needed for class?

7. General Comments:
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Note about personalizing this Evaluation Form: This Evaluation Form is primarily for you to
help you polish and hone your teaching skills. Use it to ask the student what you most want to
know. You can also ask:
•
•
•
•
•
•
•
•

Did I speak loudly enough?
Were the demos helpful?
Was my English satisfactory?
If you could change one thing about this course, what would it be?
Will you recommend this class to your friends?
Are you interested in taking an advanced class of _________________?
What other calligraphic skills are you interested in learning?
Will you continue to practise these skills after the class?

If you wish, you can insert a line for the student to put his/her name – we suggest you put the
word ‘optional’ at the end of this line.
*You could consider adding an Evaluation Form for a guild to use which would include things
like:
•
•
•
•
•
•
•
•
•

Did the class meet your expectations?
What did you like best?
Why did you decide to take this class?
How did you hear about this class?
Was the instructor well organized? Knowledgeable?
Did you get value for the cost of the class?
Would you take another course with this instructor?
Do you have any other comments?
What suggestions do you have for future classs?
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Appendix XV
Finding Teaching Opportunities
Once you are ready to teach, you will want to put together a detailed information package that
can be sent out. It can include the following:
√

Item
Short biography
Class options:
• Title (something appealing)
• Description (a short version for advertising and a longer description for the
guild executive to think about). Include the level it is for (calligraphy
experience needed).
• Three to four good images
Fees (usually a daily teaching rate is charged with guilds):
• Hourly rate
• Daily rate
• Online fees may be shared as a perscentage(70-30)
Any special or additional charges (such as a supply fee or fee for handouts)
Any special travel or accommodation arrangements (e.g., allergies, etc.). Note that
most instructors will be hosted in the home of one of the Guild members when
asked to teach for a guild.
Minimum or maximum teaching days (especially if you are travelling)
Maximum number of students in the class

Remember that the best marketing is word of mouth. Once you have taught, do not be too shy
to ask your students to recommend you to others. Other suggestions of finding opportunities to
teach can include:
•
•
•
•

•

Start with your local calligraphy guild and email the class coordinator.
Contact your local art store.
Once you are comfortable with your teaching, consider taking it on the road. Search for a
list of calligraphy guilds (https://calligrafile.com/guilds-conferences-museums) available.
Ask about cancellation policies. You need a clear date by which the guild will let you know if
the class is proceeding, and whether you should purchase an air ticket and make
photocopies.
Facebook has a guild representatives group (called Calligraphy Guild Representatives) you
can join and express your interest in teaching.
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More seasoned teachers can submit proposals for international calligraphy conferences
(held in a different location each year) or smaller conferences (e.g., Letters California Style
in Southern California).
Offer to donate an exemplar to a guild to include in their newsletter to promote yourself.
Offer to write an article in Bound & Lettered or Letter Arts Review explaining your unique
talents or special process.
Have a Facebook/Instagram account where you can post class and teaching information.
With permission, post your students’ work on Facebook/Instagram as another means of
advertising your class. It is not necessary to include their names; it can be anonymous as
well.
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Teaching Resources

I.

Books

Title

Author

Brown Calligraphy

Denis Brown

Copperplate Script

Paul Antonio

Drawing on the Right Side of the Brain

Betty Edwards

Drawing with Children – A Creative Method for Adult
Beginners, Too

Mona Brookes

Foundations of Calligraphy

Sheila Waters

Insights into Left-Handed Calligraphy

Betsy Rivers-Kennedy

Left-Handed Calligraphy

Vance Studley

Lettering Arts Review

John Neal Bookseller

Speedball Textbook, 24th Edition

Angela Vangalis &
Randall Hasson

The Art & Craft of Hand Lettering

Annie Cicale

The Artist’s Way

Julia Cameron

The Calligrapher’s Handbook

Heather Child

The Origin of the Serif

Edward Catich

The Scribe

John Stevens

Written Letters

Jacqueline Svaren

ADVICE from Marsha Brady
Constantly stress the importance of learning the
basics and that this will lead to the ‘freedom’ that
is often associated with beautiful calligraphy.
Discuss the concept of ‘Disciplined Freedom’ – the
need to study with a variety of good people in the
field and the need to keep an open mind, and not
set up one person as the only calligrapher. I try to
suggest those people in the field, whose work I
respect and admire, and encourage students to
seek them out.
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