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before 30TH JUNE 2017. Applications received after the mentioned date shall not be entertained under 
any circumstances. 

                                                                                                           

                                                                                                                                   Dean 

 

 



VALUE ADDED COURSE 
 
1. Name of the programme & Code  

 Public Speaking  PSM02 

2. Duration & Period  

 30 hrs ± Jul 2017- Sep 2017 

3. Information Brochure and Course Content of Value Added Courses  

 Enclosed as Annexure- I 

4. List of students enrolled 

 Enclosed as Annexure- II 

5. Assessment procedures:  

 Multiple choice questions- Enclosed as Annexure- III 

6. Certificate model 

 Enclosed as Annexure- IV 

7. No. of times offered during the same year: 1 

8. Year of discontinuation:  - 2018  
 
9. Summary report of each program year-wise 

 
10. Course Feed Back  Annexure V 

                                                           

 RESOURCE PERSON                          COORDINATOR 

 

Value Added Course-    2017 July± September 2017 
Sl. No Course 

Code 
Course Name  Resource Persons Target Students Strength & 

Year 
 
1 

PSM01 Public Speaking Dr. J.Barathalakshmi 
Dr.Kameshvell.C 

 

 
IIIrd  MBBS 

 
12 (July 2017± 

September2017) 



Annexure I  

Course Proposal 

   Course Title: ³3XEOLF�6SHDNLQJ´��  
Course Objective:  To provide participants with the practical skills and knowledge 

necessary to express themselves clearly, with confidence and 
power, in a variety of speaking situations. 

Course Outcome:  Improvement in Public Speaking skill. 
   Course Audience:  Pre- Final year students 
   Course Coordinator: Dr.Rajini 
    Course Faculties with Qualification and Designation: 
      1.Dr.Rajini,Professor & HOD 
       2. Dr. J.Barathalakshmi, Associate Professor 

   3.Dr. C.Kameshvell, Associate Professor 
Course Curriculum/Topics with schedule (Min of 30 hours) 

Sl 
no 

Date Topic Faculty Time Hours 

1 10.07.2017 Why Learn About 
Vocal Expression? 

Dr.J.Barathalakshmi 4-6pm 2 

2 13.07.2017 A Comfortable Setting 
 

Dr.C.Kameshvell 4-6pm 2 

3 19.07.2017 Life Skills Dr.J.Barathalakshmi 4-6pm 2 
4 24.07.2017 Self-Assessment & 

Evaluation 
 

Dr.C.Kameshvell 4-6pm 2 

5 31.07.2017 Public Speaking in 
Other Projects 

Dr.J.Barathalakshmi 4-6pm 2 

6 02.08.2017 You May Want to 
Know. 

 

Dr.C.Kameshvell 4-6pm 2 

7 09.08.2017 :KR¶V�7DONLQJ�
Around Town? 

 

Dr.J.Barathalakshmi 4-6pm 2 

8 16.08.2017 Beyond the Toolkit: 
More Ideas & 

Resources 
 

Dr.C.Kameshvell 4-6pm 2 

9 23.08.2017 Delivering a Vocal 
Presentation 

 

Dr.J.Barathalakshmi 4-6pm 2 

10 30.08.2017 Using Visual Aids 
 

Dr.C.Kameshvell 4-6pm 2 

11 01.09.2017 Overcoming Stage 
Nerves 

Dr.J.Barathalakshmi 4-6pm 2 



 
12 08.09.2017 Writing for Public 

Speaking 
 

Dr.C.Kameshvell 4-6pm 2 

13 15.09.2017 Tips for Effective 
Demonstrations 

 

Dr.J.Barathalakshmi 4-6pm 2 

14 22.09.2017 Speech Warm-Ups 
 

Dr.C.Kameshvell 4-6pm 2 

15 29.09.2017 Show & Tell: A 
Demonstration 

Workshop 

Dr.J.Barathalakshmi 4-6pm 2 

    Total 
Hours 

30 

REFERENCE BOOKS: (Minimum 2) 
1. Menzel KE, Carrell LJ. The relationship between preparation and performance 
in public speaking. Communication Education. 1994 Jan 1;43(1):17-26. 
2. Nikitina A. Successful public speaking. Bookboon; 2011. 
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What Leaders 

Need to Know 

If you asked kids to identify the as- 

public speaking seem fun, not im- 

ͻ��ĞǀĞůŽƉ�ƵƐĞĨƵů͕�ŵĂƌŬĞƚĂďůĞ�ƐŬŝůůƐ 

signment they dread the most,  

possible. This requires you to create 

(for example, speech writing and 

chances are that most of them 

an environment where all levels of 

delivery techniques).  

ǁŽƵůĚ�ƐĂǇ�͞ƉƵďůŝĐ�ƐƉĞĂŬŝŶŐ͘͟�^ƉĞĂŬ- 

participation are applauded, regard- 

ͻ�DĂŶĂŐĞ�ƐƚƌĞƐƐ�ĂŶĚ�ĨĞĞůŝŶŐƐ͘� 

ing in front of their peers is prob- 

ůĞƐƐ�ŽĨ�ƚŚĞ�ƐƉĞĂŬĞƌ͛Ɛ�ĂŐĞ�Žƌ�ƐŬŝůů�ůĞǀĞů͘� 

ably even more nerve-wracking to 

ͻ��ǀĂůƵĂƚĞ�ƚŚĞŝƌ�ǁŽƌŬ�ĂŶĚ�ƐĞƚ�ŐŽĂůƐ 

them than speaking to a group of 

A Comfortable 

for improvement 

total strangers. Therefore, the goal 

of these public presentation materi- 

file:///C:/Users/showkath/Downloads/Annexure-I-Broucher%20(1).DOCX%23p24


Setting 

Self-Assessment 

als is to help young people overcome 

Many of the activities mention do- 

their fear of public speaking and in- 

& Evaluation 

ŝŶŐ�ƚŚĞŵ�͞ŝŶ�Ă�ĐŽŵĨŽƌƚĂďůĞ�ƐĞƚƚŝŶŐ͘͟� 

crease their public speaking skills in 

Creating a comfortable setting will 

After each activity or project you 

a nonthreatening environment.  

take some thought and planning.  

lead with young people, please help 

Why Learn About 

Keep in mind that young people, like 

them think about what they learned.  

adults, have a variety of personality 

DĂŬĞ�ĐŽƉŝĞƐ�ŽĨ�ƚŚĞ�͞tŚĂƚ�/�>ĞĂƌŶĞĚ͟� 

Vocal Expression? types. That means that some kids self-evaluation form on page 8 and will naturally be 
more outgoing than 

distribute them to your group. Ask 

Public speaking can seem daunting,  

others. Try not to push them too 

them to think quietly about the 



but if a young person develops 

hard or too fast. Encourage them to 

questions and make notes about 

these skills early on, the skills will 

share ideas using a variety of meth- 

what they learned, how they feel 

be an asset throughout his or her 

ods. As they become more comfort- 

about their skills in that area and 

life. People develop poise and self- 

able with sharing their ideas and with 

ǁŚĂƚ�ƚŚĞǇ͛Ě�ůŝŬĞ�ƚŽ�ůĞĂƌŶ�ŵŽƌĞ�ĂďŽƵƚ͘� 

confidence as they grow accustomed 

the reactions their actions receive,  

Then lead a discussion with the 

to standing before a crowd and 

ƚŚĞǇ͛ůů�ďĞ�ŵŽƌĞ�ĂĚǀĞŶƚƵƌŽƵƐ�ŝŶ�ƚŚĞ 

whole group and ask if anyone wants 

sharing their thoughts and ideas.  

projects they undertake.  

to share what they came up with.  

Young people may want to keep 

As communication skills become 

Life Skills 



ƚŚĞŝƌ�͞tŚĂƚ�/�>ĞĂƌŶĞĚ͟�ĨŽƌŵƐ�ƚŽ�ƌĞ- 

more critical to the career world, so 

fer to later and as a way to docu- 

does the need for kids to learn these 

Participating in the public speaking 

ment their learning process.  

ƐŬŝůůƐ͘�/ƚ͛Ɛ�ĂůƐŽ�ŝŵƉŽƌƚĂŶƚ�ĨŽƌ�ƚŚĞŵ 

warm-ups and activities in this sec- 

to experience early success with ex- 

tion will help young people develop 

Public Speaking 

pressing themselves. This means 

their ability to: 

that even though you may be afraid 

ͻ�Kƌganize their thoughts and ideas.  

in Other Projects 

of public speaking because of bad 

experiences in the past or lack of 

ͻ��ŽŵŵƵŶŝĐĂƚĞ�ŝŶĨŽƌŵĂƚŝŽŶ�ƚŽ 

The skills young people learn while 

ĞǆƉĞƌŝĞŶĐĞ͕�ŝƚ͛Ɛ�ƚŝŵĞ�ƚŽ�ƉƵƚ�ǇŽƵƌ�ĨĞĂƌƐ 

someone else in a confident and 

practicing public presentations 

aside and really encourage your 



convincing manner.  

translate well to other project areas 

members to stand up and speak up!  

ͻ�WƌŽďůĞŵ-solve and be flexible (for 

and should be integrated into 

DĂŶǇ�ŬŝĚƐ�ĚŽŶ͛ƚ�ƚĂŬĞ�ƚŚĞ�ĐŚĂnce to 

example, overcoming stage nerves or 

project activities whenever possible.  

practice public speaking because the 

adapting information to different 

Part of the experiential learning 

people around them make it sound 

audiences and situations).  

model is giving kids a chance to 

scarier than it is.  

ƐŚĂƌĞ�ǁŝƚŚ�ŽƚŚĞƌƐ�ǁŚĂƚ�ƚŚĞǇ͛ǀĞ 

ͻ�hƐĞ�ƌĞƐŽƵƌĐĞƐ�ǁŝƐĞůǇ�;ƐƉĞĐŝĨŝĐĂůůǇ͕� 

learned about a particular subject.  

The activities in this section of the 

to honor the time allotted for a 

By demonstrating a skill or illustrat- 

Communications Toolkit should make 

presentation or speech)!  

ing an idea before a group, kids are 
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practicing their public speaking Wide Web at [http://www.agcom.  

ͻ�WƌŽĨĞƐƐŝŽŶĂů�ƐƉĞĂŬĞƌƐ 

skills and gaining confidence. Soon 

purdue.edu/AgCom/Pubs/NCR/ 

ͻ�ZĂĚŝŽ�ďƌŽĂĚĐĂƐƚĞƌƐ 

it will seem natural to them to ex- 

NCR-292.html]).  

ͻ�dĞĂĐŚĞƌƐ 

press their ideas without a 

ͻ�dĞůĞƉŚŽŶĞ�ŽƉĞƌĂƚŽƌƐ 

thought about how scary public 

���ǯ��������� 

ͻ�dĞůĞǀŝƐŝŽŶ�ƉĞƌƐŽŶĂůŝƚŝĞƐ 

ƐƉĞĂŬŝŶŐ�͞ƐŚŽƵůĚ�ďĞ͘͟� 

ͻ�dŽƵƌ�ŐƵŝĚĞƐ 

Around Town?  

You May Want to 

Many organizations, such as Toast- 

To connect the idea of vocal expres- 

masters and Optimists Clubs, focus 

Know 

sion to careers and make public 



on communication skills and may 

speaking come alive for your group,  

be good sources of guest speakers.  

You may want to know the follow- 

you may want to arrange a group 

ing points before getting started 

visit with someone who uses public 

Beyond the 

with helping young people learn 

speaking as a major part of his or 

more about public speaking.  

her job, such as: 

Toolkit: More 

ͻ��ĐƚŽƌƐ 

1.  The basic processes for writing and 

ͻ�>ĂǁǇĞƌƐ 

Ideas & Resources 

delivering a speech or demonstration 

ͻ�>ŽďďǇŝƐƚƐ 

;ƐĞĞ�ƚŚĞ�͞tƌŝƚŝŶŐ�ĨŽƌ�WƵďůŝĐ�^ƉĞĂŬ- 

To encourage your group to learn 

ͻ�DĂŶĂŐĞƌƐ 

ŝŶŐ͕͟�͞�ĞůŝǀĞƌŝŶŐ�Ă�sŽĐĂů�WƌĞƐĞŶƚĂ- 

more about public speaking and vo- 



ͻ�DŝŶŝƐƚĞƌƐ 

ƚŝŽŶ͟�ĂŶĚ�͞KǀĞƌĐŽŵŝŶŐ�^ƚĂŐĞ 

cal expressioŶ͕�ƌĞĨĞƌ�ƚŽ�ƚŚĞ�͞sŝĚĞŽ͕� 

ͻ�WŽůŝƚŝĐŝĂŶƐ 

EĞƌǀĞƐ͟�ƐŬŝůů�ƐŚĞĞƚƐ�ůŽĐĂƚĞĚ�ŽŶ�ƉƉ͘� 

DĞĚŝĂ�ĂŶĚ�dĞĐŚŶŽůŽŐǇ͟�ĂŶĚ�͞sŝƐƵĂů 

ͻ�WƌĞƐŝĚĞŶƚƐ�ŽĨ�ƉƌŽĨĞƐƐŝŽŶĂů 

35, 31 and 34, respectively).  

�ŽŵŵƵŶŝĐĂƚŝŽŶ�ĂŶĚ�'ƌĂƉŚŝĐ��ĞƐŝŐŶ͟� 

associations and civic 

sections of the Communications 

2.  How to help kids evaluate and 

organizations 

Toolkit.  

feel good about their experiences 

ŝŶ�ĐŽŵŵƵŶŝĐĂƚŝŽŶ�;ƐĞĞ�ƚŚĞ�͞tŚĂƚ�/ 

The World Wide Web and other sec- 

>ĞĂƌŶĞĚ͟�ƐŚĞĞƚ�ŽŶ�ƉŐ͘�ϴͿ͘� 

tions of the Internet offer informa- 

tion on developing vocal expression 

3. Where to go for field trips, where skills. Use the general categories 

to find speakers to visit or how to 

listed here as search terms with any 

ĨŝŶĚ�ŽƵƚ�ǁŚŽ͛Ɛ�ƚĂůŬŝŶŐ�ĂƌŽƵŶĚ�ƚŽǁŶ͘� 



ŽĨ�ƚŚĞ�/ŶƚĞƌŶĞƚ�ƐĞĂƌĐŚ�ĞŶŐŝŶĞƐ͗�͞ƉƵď- 

4.  The developmental needs of the 

ůŝĐ�ƐƉĞĂŬŝŶŐ͕͟�͞ǀŽĐĂů�ĞǆƉƌĞƐƐŝŽŶ͕͟� 

kids in your group (see the Ages and 

͞ƐƉĞĞĐŚĞƐ͕͟�͞ƐƉĞĞĐŚ�ǁƌŝƚŝŶŐ͕͟� 

Stages of Child and Youth Develop- 

͞ƐƉĞĂŬĞƌƐ͘͟�zŽƵ�ĐŽƵůĚ�ĂůƐŽ�ŚĂǀĞ�ƚŚĞ 

ment publication which is available 

participants come up with their own 

from Purdue University on the World 

set of search terms. (See pg. 134 for 

information on Internet safety.) 

30 Ȃ �����������������������Ȉ������������������Ƭ���������������� 
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SKILL SHEET: 

Delivering a Vocal 

Presentation 

In any speech, demon- 

stration, play or choral 

Delivering a Speech 

reading you must be 

Voice 

aware of how ǇŽƵ͛ƌĞ 

As many famous people have discovered, your 



voice can be a powerful tool. But like any tool delivering your message 

you must practice with it to use it well. When as well as the content of 

giving a speech, you want the entire audience to hear you. The following points may help: 

the message. This skill 

sheet describes the basics 

ͻ�WƌŽũĞĐƚ�ǇŽƵƌ�ǀŽŝĐĞ�ĂŶĚ�ƐƉĞĂŬ�ƵƉ͘�sŽŝĐĞ�ƉƌŽũĞction is not shouting, and you can do it without straining. 
Speaking from to remember for deliver-the back of the throat makes your voice sound weak and ing 
vocal presentations.  

tires it faster; use your diaphragm muscles to make your voice carry. The diaphragm muscles are 
between your chest For information on 

and stomach. Using them will help you relax and make your writing a piece to be 

voice sound stronger.  

delivered before an 

ͻ�dƌǇ�ƚŽ�ƐŽƵŶĚ�ůŝŬĞ�ǇŽƵƌƐĞůĨ͘�hƐĞ�Ă�ĐŽŶǀĞƌƐĂƚŝŽŶĂů�ƚŽŶĞ�ǁŝƚŚ�ĨĂŵŝůŝĂƌ�ǁŽƌĚƐ͘  

audience, refer to the 

ͻ�^ƉĞĂŬ�Ăƚ�Ă�ĐŽŵĨŽƌƚĂďůĞ�ƉĂĐĞ�ƐŽ�ĞǀĞƌǇŽŶĞ�ĐĂŶ�ŚĞĂƌ�ĂŶĚ�ƵŶĚĞƌ- 

͞tƌŝƚŝŶŐ�ĨŽƌ�WƵďůŝĐ 

stand your entire speech.  

^ƉĞĂŬŝŶŐ͟�ƐŬŝůů�ƐŚĞĞƚ�ŽŶ 

ͻ��ŶƵŶĐŝĂƚĞ�;ƉƌŽŶŽƵŶĐĞ�ĐůĞĂƌůǇͿ�Ăůů�ǀŽǁĞůƐ�ĂŶĚ�ĐŽŶƐŽŶĂŶƚƐ͘� 

page 35.  

ͻ��ŽŶ͛ƚ�ƐůƵƌ�ǇŽƵƌ�ǁŽƌĚƐ�ʹ ƉƌĂĐƚŝĐĞ�ƉƌŽŶŽƵŶĐŝŶŐ�ƚŚĞ�Ě͛Ɛ͕�ƚ͛Ɛ�ĂŶĚ�ŝŶŐ͛Ɛ�ŽŶ�ƚŚĞ�ĞŶĚ�ŽĨ�ǁŽƌĚƐ͘� 

ͻ�tŚĞŶ�ǇŽƵ͛ƌĞ�ƌĞŚĞĂƌƐŝŶŐ�Ă�ƐƉĞĞĐŚ͕�ŚĂǀĞ�ƐŽŵĞŽŶĞ�ƐƚĂŶĚ�ŶĞĂƌ�ƚŚĞ�ďĂĐŬ�ŽĨ�ƚŚĞ�ƌŽŽŵ�ƚŽ�ŐŝǀĞ�ǇŽƵ�
feedback on your projection and delivery, as well as content.  

Remember: A strong confident voice will make your message more believable.  



Eye Contact 

Eye contact, or lack of it, can make a difference in how receptive the audience is to your message.  

These points may help: 

ͻ�DĂŝŶƚĂŝŶ�ĞǇĞ�ĐŽŶƚĂĐƚ�ǁŝƚŚ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ͘�dƌǇ�ƚŽ�ŵĞŵorize your opening and closing statements so 
ƚŚĂƚ�ǇŽƵ�ĐĂŶ�ŵĂŝŶƚĂŝŶ�ƐƚĞĂĚǇ�ĞǇĞ�ĐŽŶƚĂĐƚ�ǁŚĞŶ�ǇŽƵ�ŶĞĞĚ�ƚŽ�ŚŽůĚ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͛Ɛ�ĂƚƚĞŶƚŝŽŶ͘� 
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 Delivering a Vocal Presentation skill sheet continued Your audience will be more receptive and attentive 
if you look at them.  

ͻ�dƌǇ�ŶŽƚ�ƚŽ�ƐƚĂƌĞ�Ăƚ�Ă�ĨŝǆĞĚ�ŽďũĞĐƚ͘�>Ğƚ�ǇŽƵƌ�ĞǇĞƐ�ƚƌĂǀĞů�ĐĂƐƵĂůůǇ�ĂŶĚ�ŶĂƚƵƌĂůůǇ�ĨƌŽŵ�ƉĞƌƐŽŶ�ƚŽ�ƉĞƌƐŽŶ�
throughout your speech.  

ͻ�>ŽŽŬ�ĨŽƌ�ĨƌŝĞŶĚůǇ�ĨĂĐĞƐ�ǁŝƚŚ�ǁŚŽŵ�ƚŽ�ŵĂŬĞ�ĞǇĞ�ĐŽŶƚĂĐƚ͕�ďƵƚ�ĚŽŶ͛ƚ�ŶĞŐůĞĐƚ�ƚŚĞ�ƌĞƐƚ�ŽĨ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͘�
Once you get into the body of your presentation, watch the faces of the audience members to see 
whether they understand and follow you.  

Gestures and Expressions 

Gestures can be a powerful addition to any 

speech. They can also be a terrible distraction.  

The following points may help you turn ges- 

tures into a public speaking asset: 

ͻ�hƐĞ�ŐĞƐƚƵƌĞƐ�ŽŶůǇ�ŝĨ�ƚŚĞǇ�ĂƌĞ�ŶĂƚƵƌĂů�ƚŽ 

you. Effective hand gestures come from being relaxed and spontaneous, not from fidgeting.  

ͻ�^ŵŝůĞ͊�/Ĩ�ǇŽƵ�ůŽŽŬ�ůŝŬĞ�ǇŽƵ�ĞŶũŽǇ�ǁŚĂƚ�ǇŽƵ͛ƌĞ�ĚŽŝŶŐ͕�ƐŽ�ǁŝůů�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ͘��Ğ�ĚƌĂŵĂƚŝĐ͕�ďƵƚ�ŵĂƚĐŚ�ǇŽƵƌ�
facial expressions to your words. Look serious and sincere if your message is serious, smile if your 
message is positive.  

Posture 

Posture is very important to maintaining an interested and confident appearance. The following points 
may help.  



ͻ�/Ĩ�Ă�ƉŽĚŝƵŵ�ŝƐ�ĂǀĂŝůĂďůĞ͕�ƉůĂĐĞ�ǇŽƵƌ�ŶŽƚĞƐ�ŽŶ�ŝƚ͕�ďƵƚ�ĚŽŶ͛ƚ�ůĞĂŶ�ŽŶ�ŝƚ͘�>ĞĂŶŝŶŐ�ŐŝǀĞƐ�ƚŚĞ�ŝŵƉƌĞƐƐŝŽŶ�ƚŚĂƚ�
ǇŽƵ͛ƌĞ�ƚŝƌĞĚ͕�ƐŝĐŬ�Žƌ�ďŽƌĞĚ͘� 

ͻ�/Ĩ�ǇŽƵ�ĐŚŽŽƐĞ�ƚŽ�ǁĂůŬ�ǁŚŝůĞ�ǇŽƵ�ƚĂůŬ͕�ŵĂŝŶƚĂŝŶ�ǇŽƵƌ�ƵƉƌŝŐŚƚ�ƉŽƐƚƵƌĞ�ĂŶĚ�ŚŽůĚ�ǇŽƵƌ�ŶŽƚĞƐ�ĂďŽǀĞ�ǇŽƵƌ�
waist. Avoid pacing because it is distracting and may make you look nervous.  

Other Tips 

ͻ�tĂƌŵ�ƵƉ�ǇŽƵƌ�ǀŽĐĂů�ĐŚŽƌĚƐ�ĂŶĚ�ĨĂĐŝĂů�ŵƵƐĐůĞƐ�ďĞĨŽƌĞ�ďĞŐŝŶŶŝŶŐ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƚŝŽŶ͘� 

ͻ��Ğ�ǇŽƵƌƐĞůĨ͕�ĚŽŶ͛ƚ�ƚƌǇ�ƚŽ�ŝŵŝƚĂƚĞ�ŽƚŚĞƌƐ͘� 

ͻ�WƌĂĐƚŝĐĞ�ƐƉĞĂŬŝŶŐ�ƚĞĐŚŶŝƋƵĞƐ͕�ŶŽƚ�ũƵƐƚ�ŝŶĚŝǀŝĚƵĂů�ƐƉĞeches.  
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SKILL SHEET: 

Using Visual Aids 

Some speeches just stand alone.  

Audiovisual Tips 

�ďƌĂŚĂŵ�>ŝŶĐŽůŶ͛Ɛ�͞'ĞƚƚǇƐďƵƌŐ��Ě- 

ĚƌĞƐƐ͕͟�WƌĞƐŝĚĞŶƚ�:ŽŚŶ�&͘�<ĞŶŶĞĚǇ͛Ɛ 

A few tips to remember when using equipment to inaugural speech and the Rev. Dr.  

present visual aids follow.  

DĂƌƚŝŶ�>ƵƚŚĞƌ�<ŝŶŐ�:ƌ͛͘Ɛ�͞/�,ĂǀĞ�Ă 

ͻ��ŚŽŽƐĞ�ǇŽƵƌ�ĂƵĚŝŽ�ĂŶĚ�ǀŝƐƵĂů�ĂŝĚƐ�ƚŚŽƵŐŚƚĨƵůůǇ͕�ŬĞĞƉ-�ƌĞĂŵ͟�ƐƉĞĞĐŚ�ĂƌĞ�ĞǆĂŵƉůĞƐ�ŽĨ 

ing in mind the size and shape of your room, the ex-memorable speeches given without the help of 
visual pected size of your audience and available equipment.  

ĂŝĚƐ͘�,ŽǁĞǀĞƌ͕�ĂƵĚŝĞŶĐĞƐ�ŵĂǇ�ŶĞĞĚ�ƚŚĞ�ŚĞůƉ�ŽĨ�ǀŝƐƵĂůƐ�&Žƌ�ĞǆĂŵƉůĞ͗�/Ĩ�ǇŽƵ͛ƌĞ�ĞǆƉĞĐƚŝŶŐ�ĂŶ�ĂƵĚŝĞŶĐĞ�ŽĨ�
50 you to fully comprehend some messages.  



ǁŽƵůĚŶ͛ƚ�ǁĂŶƚ�ƚŽ�ƐŚŽǁ�Ă�ǀŝĚĞŽ�ŝĨ�ǇŽƵ�ŽŶůǇ�ŚĂǀĞ�Ă�ƐŝŶŐůĞ�sŝƐƵĂů�ĂŝĚƐ�ĐŽŵĞ�ŝŶ�ŵĂŶǇ�ĨŽƌŵƐ͕�ƐƵĐŚ�ĂƐ�ƐůŝĚĞƐ͕�
over-or small monitor. The same is true for writing on a chalk-head transparencies, posters, flipcharts, 
videos, pup-board or flip chart for a large room where your audience pets or other actors, and objects.  

might be spread out over a distance.  

For information on creating presentation graphics see 

ͻ�WƌĂĐƚŝĐĞ�ǁŝƚŚ�Ăůů�ĞƋƵŝƉŵĞŶƚ�ďĞĨŽƌĞ�ǇŽƵ�ĚĞůŝǀĞƌ�ǇŽƵƌ�ƚŚĞ�͞�ĞƐŝŐŶŝŶŐ�WƌĞƐĞŶƚĂƚŝŽŶ�'ƌĂƉŚŝĐƐ�dŚĂƚ�tŽƌŬ͟�
ƐŬŝůů�ƐƉĞĞĐŚ�ƐŽ�ǇŽƵ͛ƌĞ�ĐŽŵĨŽƌƚĂďůĞ�ǁŝƚŚ�ŚŽǁ�ŝƚ�ǁŽƌŬƐ͘��ůůŽǁ�ƐŚĞĞƚ�ŽŶ�ƉĂŐĞ�ϲϳ͘� 

time to make adjustments if necessary. You could practice with the equipment at the same time you 
check the When To Use Visual Aids 

micropŚŽŶĞ�;ŝĨ�ǇŽƵ͛ƌĞ�ƵƐŝŶŐ�ŽŶĞͿ͘� 

In many situations, using a visual aid would enhance 

ͻ�zŽƵ�ŵĂǇ�ŶĞĞĚ�ƚŽ�ƐƉĞĂŬ�ůŽƵĚĞƌ�ƚŚĂŶ�ǇŽƵ�ŶŽƌŵĂůůǇ�ĚŽ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƚŝŽŶ͕�ƐƵĐŚ�ĂƐ͗ 

in order to be heard over some equipment. Test this before your presentation.  

Ȉ���������ǯ�������������������������������������Ǥ� 

/Ĩ�ƚŚĞ�ŝŶĨŽƌŵĂƚŝŽŶ�ǇŽƵ͛ƌĞ�ƉƌĞƐĞŶƚŝŶŐ�ŝƐ�ĚĞƚĂŝůĞĚ�ĂŶĚ�ŚĂƐ 

ͻ�^ƚƌƵĐƚƵƌĞ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƚŝŽŶ�ƐŽ�ƚŚĂƚ�ǇŽƵ�ĂƌĞŶ͛ƚ�ĐŽŶ-many parts to it, you might want to use posters or 
stantly turning on and off the lights. Audience adjust-overheads to organize your thoughts. You can 
point to ment to light and dark may be slow, creating lag time in individual items or place a check mark 
by items as you your presentation.  

talk to keep the audience moving with you.  

ͻ�ZĞŚĞĂƌƐĞ�ǇŽƵƌ�Ɛpeech, including all of your visuals.  

ͻ�When pictures speak volumes. Some pictures really You should be able to use them smoothly to 
enhance do speak a thousand words and can be very appealing your presentation and not distract the 
audience from to an audience. Showing slides, videos or posters may your primary message.  

be more effective than trying to describe a scene. Imag- 

ͻ��ůǁĂǇƐ�ŚĂǀĞ�Ă�ďĂĐŬƵƉ�ƉůĂŶ�ŝŶ�ĐĂƐĞ�ǇŽƵ�ĂƌĞŶ͛ƚ�ĂďůĞ�ƚŽ�ŝŶĞ�ŚŽǁ�ŵƵĐŚ�ŵŽƌĞ�ƉĞƌƐƵĂƐŝǀĞ�Ă�ƉŚŽƚŽŐƌĂƉŚ�ŽĨ�Ă�
de-use your audio or visual aids (for whatever reason). A stroyed rain forest is than describing the way it 
looks.  



presentation that relies completely on a video or slides 

ͻ�When your audience may fall asleep. /Ŷ�ƐŽŵĞ�ŵĂǇ�ďĞ�Ă�ĚŝƐĂƐƚĞƌ�ŝĨ�ƚŚĞ�ĞƋƵŝƉŵĞŶƚ�ĚŽĞƐŶ͛ƚ�ǁŽƌŬ�Žƌ�ŝƐŶ͛ƚ�
speeches it may be necessary to give many statistics or available.  

to talk about percentages. Overheads showing pie graphs or charts may break up the monotony of 
numbers. Better yet would be to show a short video clip illustrating the content of your message 
between bouts of delivering statistical data.  
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SKILL SHEET: 

Overcoming Stage Nerves 

The largest bar- 

rier to learning 

to speak effec- 

Tips for Reducing Stage Nerves 

tively in front of 

To reduce your stage nerves and work toward becoming a confident a group is the 

speaker, follow these tips: 

fear that some- 

thing terrible will happen. Some 

ͻ��Ğ�ƉƌĞƉĂƌĞĚ͘���ǁĞůů-planned and well-rehearsed talk will people who dread public speaking are 

sound clear and organized and seem natural to deliver.  

ĂĨƌĂŝĚ�ďĞĐĂƵƐĞ�ƚŚĞǇ͛ǀĞ�ŚĂĚ�ƉŽŽƌ�ĨŝƌƐƚ 

ͻ�KŶůǇ�ƐƉĞĂŬ�ĂďŽƵƚ�ƚŚŝŶŐƐ�ǇŽƵ�ŬŶŽǁ�ǁĞůů�Žƌ�ƚŚĂƚ�ŝŶƚĞƌĞƐƚ�ǇŽƵ͕�ƐŽ�ĞǆƉĞƌŝĞŶĐĞƐ�ĂŶĚ�ǁĞƌĞ�ƵŶƉƌĞƉĂƌĞĚ�ƚŽ 

you feel confident you have something to offer the audience.  

handle the situation. But for most 



ƉĞŽƉůĞ�ŝƚ͛Ɛ�ƚŚĞ�ůĂĐŬ�ŽĨ�ƉƌĂĐƚŝĐĞ�Žƌ�ŽƉ- 

ͻ��ŽŵƉůĞƚĞ�ƚŚĞ�͞>Ğƚ͛Ɛ�dĂůŬ��ďŽƵƚ�EĞƌǀĞƐ͟�ĂĐƚŝǀŝƚǇ�ĨŽƵŶĚ�ŽŶ�ƉŽƌƚƵŶŝƚŝĞƐ�ƚŽ�ƐƉĞĂŬ�ƚŚĂƚ�ŬĞĞƉƐ�ƚŚĞŵ 

page 48 to help you identify your anxiety symptoms. Then from feeling like capable public 

learn to prepare for and eventually overcome them.  

speakers.  

ͻ�/Ĩ�ǇŽƵ�ŐĞƚ�ŶĞƌǀŽƵƐ�ƐƉĞĂŬŝŶŐ�ŝŶ�ĨƌŽŶƚ�ŽĨ�ƐƚƌĂŶŐĞƌƐ͕�ƚƌǇ�ƚŽ�ĐŚĂƚ�/ƚ�ŝƐ�ŝŵƉŽƌƚĂŶƚ�ƚŽ�ƌĞĐŽŐŶŝǌĞ�ƚŚĞ�ĚŝĨ-with a 
few members of the audience before you have to give ference between a real phobia and 

your speech. This helps establish contact and make you feel just a bad case of stage nerves (also 

ĂƐ�ƚŚŽƵŐŚ�ǇŽƵ͛ƌĞ�ŽŶ�ĨƌŝĞŶĚůǇ�ŐƌŽƵŶĚ͘� 

ĐĂůůĞĚ�͞ƐƚĂŐĞ�ĨƌŝŐŚƚ͟Ϳ͘�dŚĞ�ƐǇŵƉƚŽŵƐ 

ͻ��Ăƚ�ůŝŐŚƚ�ďĞfore a presentation.  

of stage nerves could be quite se- 

vere, but should lessen as you be- 

ͻ��ǀŽŝĚ�ĐĂƌďŽŶĂƚĞĚ�ďĞǀĞƌĂŐĞƐ͕�ǁŚŝĐŚ�ŵĂǇ�ĐĂƵƐĞ�ƐƚŽŵĂĐŚ�ƵƉƐĞƚ�ĐŽŵĞ�Ă�ŵŽƌĞ�ĞǆƉĞƌŝĞŶĐĞĚ�ƉƌĞƐĞŶƚĞƌ͘� 

Žƌ�ƵŶĐŽŵĨŽƌƚĂďůĞ�ŐĂƐ͘��ĂŝƌǇ�ƉƌŽĚƵĐƚƐ�ŵĂǇ�ĐŽĂƚ�ƚŚĞ�ŵŽƵƚŚ�zŽƵ�ĚŽŶ͛ƚ�ŚĂve to lose your fear be-and 
throat, and also may cause stomach upset for some fore you can do a good job. You can 

people.  

learn the mechanics of overcoming 

ͻ�WƌĂĐƚŝĐĞ�ŐŝǀŝŶŐ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƚŝŽŶ�ƐĞǀĞƌĂů�ǁĂǇƐ�ƐŽ�ǇŽƵ͛ƌĞ�ĨĞĂƌ͕�ĂŶĚ�ƚŚƌŽƵŐŚ�ƌĞƉĞƚŝƚŝŽŶ�ǇŽƵ͛ůů 

comfortable making last-minute adjustments.  

gain confidence.  

ͻ�>ĞĂƌŶ�Ă�ƋƵŝĐŬ�ƐƚƌĞƐƐ-reducing routine for relaxing your neck, If you get nervous before crowds,  

shoulder and facial muscles just before giving your talk.  

remember that a little nervous en- 



ergy is absolutely necessary to give 

ͻ�sŝƐƵĂůŝǌĞ�ǇŽƵƌƐĞůĨ�ƐƵĐĐĞĞĚŝŶŐ�ĂŶĚ�ĞŶũŽǇ�ƚŚĞ�ĂƉƉůĂƵƐĞ͊� 

you that excited spark that the au- 

dience can share. Even very experi- 

ĞŶĐĞĚ�ƐƉĞĂŬĞƌƐ�ĂŶĚ�ĂĐƚŽƌƐ�ĨĞĞů�͞ďƵƚ- 

ƚĞƌĨůŝĞƐ͟�ďĞĨŽƌĞ�ŐŽŝŶŐ�ŽŶ�ƐƚĂŐĞ�ďĞ- 

cause they all want to give their best 

performances. Only speakers who 

ĚŽŶ͛ƚ�ĐĂƌĞ�ĚŽŶ͛ƚ�ĨĞĞů�ĂŶǇƚŚŝŶŐ͘� 
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SKILL SHEET: 

Writing for Public Speaking 

Several points that will help you 

Developing an outline first will save 

Follow these tips to present your 

write good presentations follow.  

you work and frustration later on.  

written ideas in the most effec- 

tive way.  

Ȉ���������������Ǥ� When preparing 

Ȉ���������������igh points. Write 

any good speech, the first important 

down certain phrases or points that 



Ȉ�ǲ�����ǯ�����������ǯ�������� 

ƐƚĞƉ�ŝƐ�ƚŽ�ƉŝĐŬ�Ă�ƚŽƉŝĐ�ǇŽƵ͛ƌĞ�ĐŽŵ- 

ǇŽƵ�ĚŽŶ͛ƚ�ǁĂŶƚ�ƚŽ�ĨŽƌŐĞƚ͘� 

say. ͟�ZĞŵĞŵďĞƌ͕�ŝŶ�ƚŚĞ�ŝŶƚƌŽĚƵĐƚŝŽŶ 

ĨŽƌƚĂďůĞ�ǁŝƚŚ͘�/Ĩ�ǇŽƵ͛ƌĞ�ĨĂŵŝůŝĂƌ�ǁith 

ǇŽƵ�ƚĞůů�ƚŚĞ�ĂƵĚŝĞŶĐĞ�ǁŚĂƚ�ǇŽƵ͛ƌĞ 

Ȉ��������������������������������- 

and excited about the topic, your 

going to say, in the body you say 

tention.  The introduction should 

speech will be more interesting for 

it and in the conclusion you tell 

grab your ĂƵĚŝĞŶĐĞ͛Ɛ�ĂƚƚĞŶƚŝŽŶ�ĂŶĚ 

the audience to listen to and easier 

the audience what you said.  

set the stage for your presentation.  

for you to present.  

Choose a quote, a joke, a challeng- 

Ȉ�	������������������������������Ǥ� 

Ȉ�����������������������Ǥ�The next 

ing question or something surpris- 

�ŽŶ͛ƚ�ďĞ�ĂĨƌĂŝĚ�ƚŽ�ƵƐĞ�ǇŽƵƌ�ŶŽƚĞƐ�Žƌ 

step is to consider your audience,  

ing to get the audience interested.  



outline during your talk. However,  

ŚŽǁ�ǇŽƵ͛ůů�ƉƌĞƐĞŶƚ�ǇŽƵƌ�ŵĂƚĞƌŝĂů�ĂŶĚ 

The introduction should also out- 

be sure the print is large enough to 

how much depth or detail will be 

line important parts of your speech 

refer to at a glance. This will help 

necessary. Targeting your message to 

ĂŶĚ�ƚĞůů�ǇŽƵƌ�ůŝƐƚĞŶĞƌƐ�ǁŚĂƚ�ǇŽƵ͛ůů 

you stay on track and make your 

your audience increases the likeli- 

be talking about. You may want to 

presentation flow. Losing your place 

hood that your speech will be a suc- 

include some information about 

in your notes distracts you and the 

cess. If you know something about 

yourself, too.  

audience.  

ǇŽƵƌ�ĂƵĚŝĞŶĐĞ͕�ǇŽƵ͛ůů�ďĞ�ďĞƚƚĞƌ�ĂďůĞ 

Ȉ������������������������Ǥ�Present 

Ȉ�����������������Ǥ���������ǯ�� 

to plan a talk that speaks directly 

your material in a logical order and 



truly familiar with your topic,  

to them. For example, consider how 

be sure to cover the areas you out- 

memorizing your speech is unnec- 

a presentation for a group of 8-year- 

lined in your introduction. Again,  

essary. Thoroughly prepared speak- 

olds would differ from the same 

tailor your talk to fit the age and 

ers learn their outlines, then relate 

topic presented to a group of adult 

interests of your audience.  

the major points and supporting in- 

volunteers.  

formation when delivering the 

Ȉ�
�����������Ǥ�Use personal ex- 

Ȉ�������������������Ǥ� Keep in mind 

speech. Working from a written out- 

amples, illustrations and stories in 

the three basic outline parts: intro- 

line without memorizing the entire 

your talk.  

duction, discussion and conclusion.  

speech will give you more flexibility 



Ȉ����������������������Ǥ� The con- 

if something unexpected happens.  

clusion summarizes the speech. It 

should stress the most important 

parts of the speech and tie every- 

thing together.  
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SKILL SHEET: 

Tips for Effective 

Demonstrations 

Demonstrations are 

ͻ��ŽŶƐŝĚĞƌ�ŚŽǁ�ŵƵĐŚ�ďĂĐŬŐƌŽƵŶĚ 

ͻ��ŽŶƐŝĚĞƌ�ŚŽǁ�ŵƵĐŚ�ƚŝŵĞ�ǇŽƵ�ŚĂǀĞ͕� 

your audience will need on your 

the skill level of your audience and 

talks that show, one 

topic before you begin demonstrat- 

your own expertise.  

step at a time, how to 

ing. For example, if you are showing 

how to saddle a horse, you may need 

perform an activity.  

Organizing 



to first explain how to approach the 

Once your initial planning is done,  

horse and make it hold still.  

Planning Tips 

make a detailed outline or script for 

What is my audience 

what you plan to cover in your talk 

Your demonstration may take only 

and what visuals or props you will need 

10 minutes, but the time you spend 

going to be like?  

for each step. A well-organized speech 

planning those 10 minutes will de- 

ͻ�WůĂŶ�ǇŽƵƌ�ĚĞŵŽŶƐƚƌĂƚŝŽŶ�ĂƌŽƵŶĚ 

contains the following basic parts: 

termine your success or failure. Here 

the size of the group. Will you have 

are some questions to ask yourself 

a small group that can cluster 

1. Introduction Ȃ Where you cap- 

and points to consider: 

around you, or will you need large 

ƚƵƌĞ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͛Ɛ�ĂƚƚĞŶƚŝŽŶ�ǁŝƚŚ 

visual aids and a microphone to be 



a relevant story, quote, challenge or 

Will my topic work as a 

seen and heard?  

other interesting remarks and then 

demonstration?  

explain what the demonstration will 

ͻ�dƌǇ�ƚŽ�ĂŶƚŝĐŝƉĂƚĞ�ŚŽǁ�ŵƵĐŚ�ǇŽƵƌ 

be about.  

ͻ�WŝĐŬ�Ă�ǁĞůů-defined skill or activ- 

audience may already know about 

ity that can be demonstrated in a 

your topic. Pick a skill level that 

2. Body ʹ Where you present a 

short time period. For example,  

you think will be high enough to 

step-by-step procedure, explaining 

showing how to toss a salad is easier 

ŚŽůĚ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ͛Ɛ�ĂƚƚĞŶƚŝŽŶ�ďƵƚ 

key points as you go along. You 

than explaining how to cook.  

ŶŽƚ�ƐŽ�ŚŝŐŚ�ƚŚĂƚ�ƚŚĞǇ�ĐĂŶ͛ƚ�ŬĞĞƉ 

can outline the steps by doing the 

up with you.  

activity and writing the steps 



ͻ�^ĞůĞĐƚ�Ă�ƚŽƉŝĐ�ƚŚĂƚ�ĐĂŶ�ďĞ�ĞĂƐŝůǇ 

down as you go.  

broken down into illustrated steps 

What do I want my 

that the audience can be successful 

3. Conclusion ʹ Where you restate 

at doing themselves. For example,  

demonstration to 

the purpose of your demonstration 

you may be able to wiggle your ears,  

accomplish?  

and give a brief summary of the 

but others may not find it as easy 

steps.  

ͻ��ĞĐŝĚĞ�ŝĨ�ƚŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ǇŽƵƌ�ĚĞŵ- 

to do!  

onstration will be to educate the 

Tips for Choosing 

audience on how to do something,  

inform them on how something 

& Using Visual 

works or persuade them that one 

method works better than another.  

Aids 



You can do all of these in one dem- 

Use visuals such as posters, slides 

onstration if you plan well.  

and overheads to help the audience 

ͻ�dŚŝŶŬ�ĂďŽƵƚ�ǁŚĂƚ�ƌĞƐƉŽŶƐĞ�ǇŽƵ 

understand your topic. Visuals can 

want from your audience. For ex- 

ŚĞůƉ�ŬĞĞƉ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͛Ɛ�ĂƚƚĞŶƚŝŽŶ͕� 

ample, do you want them to try a 

ďƵƚ�ĚŽŶ͛ƚ�ŽǀĞƌĚŽ�ŝƚ�ʹ too many visu- 

new skill, or change an old way of 

ĂůƐ�ĐĂŶ�ďĞ�ĚŝƐƚƌĂĐƚŝŶŐ͘�/ƚ͛Ɛ�ǀĞƌǇ�ŝŵ- 

doing something?  

portant to practice your demonstra- 
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 Tips for Effective Demonstrations skill sheet continued tion using your visuals. Keep them 

/Ĩ�ǇŽƵ͛ƌĞ�ƉůĂŶŶŝŶŐ�ƚŽ�ƵƐĞ�ĞůĞĐƚƌŽŶŝĐ 

ͻ�^ƚĂǇ�ǁŝƚŚŝŶ�ǇŽƵƌ�ĂůůŽƚƚĞĚ�ƚŝŵĞ͘� 

within reach and in the order you 

ĞƋƵŝƉŵĞŶƚ͕�ŵĂŬĞ�ƐƵƌĞ�ǇŽƵ͛ůů�ŚĂǀĞ 

To show all the steps of a process,  

ǁŝůů�ƉƌĞƐĞŶƚ�ƚŚĞŵ͘�tŚĞŶ�ǇŽƵ͛ƌĞ�ĚŽŶĞ 

outlets available nearby and antici- 



you may need to have materials 

using each one, set it aside so it 

pate any replacement bulbs or bat- 

ready to show in various stages 

ĚŽĞƐŶ͛ƚ�ĚŝƐƚƌĂĐƚ�ĨƌŽŵ�ǇŽƵƌ�ŶĞǆƚ 

teries you might need. Have a back- 

(baking bread, for example).  

point. Make sure your visuals: 

up plan in case your equipment fails.  

ͻ��ŶĚ�ǇŽƵƌ�ĚĞŵŽŶƐƚƌĂƚŝŽŶ�ďǇ�ƐŚŽǁ- 

ͻ��ƌĞ�ĂƚƚƌĂĐƚŝǀĞ͘� 

Tips for Good 

ing the audience your finished prod- 

uct and letting them ask questions.  

ͻ��ƌĞ�ƌĞĂĚĂďůĞ�ĨƌŽŵ�ƚŚĞ�ĨĂƌƚŚĞƐƚ 

/Ĩ�ǇŽƵ�ĚŽŶ͛ƚ�ŬŶŽǁ�ĂŶ�ĂŶƐǁĞƌ͕�ƐĂǇ 

distance they will be viewed.  

Delivery 

so ʹ ĚŽŶ͛ƚ�ŐƵĞƐƐ͘� 

ͻ�,ŝŐŚůŝŐŚƚ�ŝŵƉŽƌƚĂŶƚ�ƉŽŝŶƚƐ͘� 

ͻ��Ğ�ĞŶƚŚƵƐŝĂƐƚŝĐ͊� 

Practice Makes 

ͻ��ƌĞ�ƐŝŵƉůĞ�ĂŶĚ�ŶĞĂƚ͘� 

ͻ��ƌĞƐƐ�ĨŽƌ�ƚŚĞ�ƉĂƌƚ͘� 



ͻ��ƌĞ�ĞĂƐǇ�ƚŽ�ƵƐĞ͘� 

ͻ��ƌŝĞĨůǇ�ŝŶƚƌŽĚƵĐĞ�ǇŽƵƌƐĞůĨ͕�ĞǆƉůĂŝŶ- 

Perfect 

ing your interest or special skills in 

Props may be helpful when realism 

Assemble everything you need for 

your topic.  

is needed. Make sure that your props 

your presentation (and friendly vol- 

are practical for the setting you will 

ͻ�^ƚĂƌƚ�ǁŝƚŚ�ǇŽƵƌ�ŽƉĞŶŝŶŐ͕�ƚŚĞŶ 

unteers to be your test audience) and 

be in. For instance, including your 

get right into the action. Keep 

practice. Videotaping your practice 

dog as part of a demonstration on 

ƚŚŝŶŐƐ�ŵŽǀŝŶŐ�ďƵƚ�ĚŽŶ͛ƚ�ƌƵƐŚ͘� 

demonstration is another good way 

pet grooming might make it more 

to help you fine-tune it. Afterwards 

ͻ�<ŶŽǁ�ǇŽƵƌ�ƐƵďũĞĐƚ�ĂŶĚ�ĞǆƉůĂŝŶ 

ƌĞĂůŝƐƚŝĐ͕�ďƵƚ�ǇŽƵ͛ůů�ĂůƐŽ�ŶĞĞĚ�ƚŽ�ƚŚŝŶŬ 

ask yourself (or your test audience): 

ǁŚĂƚ�ǇŽƵ͛ƌĞ�ĚŽŝŶŐ�ĂƐ�ǇŽƵ�ĚŽ�ŝƚ͘� 



about any problems that might arise 

ͻ��ƌĞ�ŵǇ�ĂĐƚŝŽŶƐ�ŝŶ�ůŽŐŝĐĂů�ŽƌĚĞƌ͍� 

from bringing an animal into a un- 

ͻ�WƌĂĐƚŝĐĞ�ŝŶ�ĂĚǀĂŶĐĞ͕�ďƵƚ�ŝĨ�ƐŽŵĞ- 

familiar situation.  

ƚŚŝŶŐ�ĚŽĞƐŶ͛ƚ�ŐŽ�ƚŚĞ�ǁĂǇ�ǇŽƵ 

ͻ��ŝĚ�/�ĞǆƉůĂŝŶ�ǁŚĂƚ�/�ǁĂƐ�ĚŽŝŶŐ 

planned it in the final demonstra- 

while I was doing it?  

tion, explain briefly what happened 

ͻ��ŝĚ�/�ŐŝǀĞ�ĐŽŵƉůĞƚĞ�ŝŶĨŽƌŵĂƚŝŽŶ͍� 

and continue.  

ͻ��ƌĞ�ŵǇ�ǀŝƐƵĂů�ĂŝĚƐ�ĞĨĨĞĐƚŝǀĞ͍� 

ͻ��Ğ�ƐƵƌĞ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ�ĐĂŶ�ƐĞĞ�ǁŚĂƚ 

ǇŽƵ͛ƌĞ�ĚŽŝŶŐ�Ăƚ�Ăůů�ƚŝŵĞƐ͘�^ƚŽƌĞ�ŝƚĞŵƐ 

ͻ��ŝĚ�/�ŬĞĞƉ�ƚŽ�ŵǇ�ƚŝŵĞ�ůŝŵŝƚ͍� 

away from the center of interest 

ͻ��Ž�/�ŬŶŽǁ�ĞŶŽƵŐŚ�ĂďŽƵƚ�ŵǇ�ƚŽƉŝĐ 

ǁŚĞŶ�ǇŽƵ͛ƌĞ�ŶŽƚ�ƵƐŝŶŐ�ƚŚĞŵ͘� 

to answer questions from the 

ͻ�^ƉĞĂŬ�ĐůĞĂƌůǇ͘�/Ĩ�ǇŽƵ�ŵƵƐƚ�ƵƐĞ 

audience?  

noisy equipment like a blender, ex- 

ƉůĂŝŶ�ǁŚĂƚ�ǇŽƵ͛ƌĞ�ĚŽŝŶŐ�ďĞĨŽƌĞ�ĂŶĚ 



ĂĨƚĞƌ�ǇŽƵ�ƵƐĞ�ŝƚ͘��ŽŶ͛ƚ�ƚƌǇ�ƚŽ�ƐŚŽƵƚ 

over the noise.  
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ICEBREAKER: 

Speech Warm-Ups 

PURPOSE: 

PROCEDURE: 

ͻ�dŽ�ŚĞůƉ�ŬŝĚƐ�ĨĞĞů�ƌĞůĂǆĞĚ�ǁŝƚŚ 

1. Divide the group into four- or five-person teams.  

each other 

2. Have each person choose a tongue twister to work on. Give them a 

ͻ�dŽ�ŚĞůƉ�ŬŝĚƐ�ůĞĂƌŶ�ƚŚĂƚ�ŝƚ͛Ɛ 

minute or two to practice saying their tongue twisters.  

okay to make mistakes when 

3. Have the participants take turns reading their tongue twisters speaking or reading aloud 

aloud and teaching the tongue twisters to the rest of their small MATERIALS: 

group.  

͞dŽŶŐƵĞ�dǁŝƐƚĞƌƐ͟�ŚĂŶĚŽƵƚ�ŽŶ�ƉŐ͘� 

4. �ĨƚĞƌ�ƚŚĞǇ͛ǀĞ�͞ƐĂŵƉůĞĚ͟�ĞĂĐŚ�ƚŽŶŐƵĞ�ƚǁŝƐƚĞƌ͕�ƚĞůů�ƚŚĞ�ƚĞĂŵƐ�ƚŽ�ϯϵ͖�ŽŶĞ�ƉĞƌ�ƉĞƌƐŽŶͿ 

choose one tongue twister to read for the whole group.  

SETTING: 

>ĞĂĚĞƌ͛Ɛ�EŽƚĞ͗�If everyone picks one of the simpler tongue twisters (4, Comfortable room where kids 
can 



5 and 6) to work on the first time, repeat steps 1 through 4 and drop meet in small groups 

those tongue twisters from the list. Work with the kids to help them pronounce the more difficult words 
clearly. Explain that this will help TIME: 

them learn to speak clearly.  

5ʹ10 minutes 

Peter Piper 

picked a peck of 

pickled peppers 
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SPEECH WARM-UPS HANDOUT: 

Tongue Twisters 

Say these slowly at first; then say them as fast as you can without making any 
mistakes! If you make a mistake, start over, a little more slowly. Speak all final 
consonant sounds (such as t, d and p) distinctly. Also, take care to make the vowel 
sounds (a, e, i, o and u) distinctly.  

1. Peter Piper picked a peck of pickled peppers;  

A peck of pickled peppers Peter Piper 

picked.  

4. Through thin cloths, the thief thrust If Peter Piper picked a peck of pickled 

thorns.  

peppers,  

tŚĞƌĞ͛Ɛ�ƚŚĞ�ƉĞĐŬ�ŽĨ�ƉŝĐŬůĞĚ�ƉĞƉƉĞƌƐ�WĞƚĞƌ 

Piper picked?  

2. When a twister twisting would twist him a twist,  

For twisting a twist, three twists he would 



twist.  

5. Cease sighing, since sighs seldom secure But if one of the twists untwists from the 

success.  

twist,  

Then the twist, untwisting, untwists the 

twists.  

3. If Theofilus Thistle, the thistle-sifter, sifted a sieve of unsifted thistles,  

6. Rubber baby buggy bumpers.  

where is the sieve of unsifted thistles that Theofilus Thistle the thistle sifter sifted?  
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ICEBREAKER: 

This Is My Friend 

FOCUS: 

PROCEDURE: 

Beginning to speak in front of a 

Before the meeting: 

group 

This activity puts young people in situations where other kids in the PURPOSE: 

group will respond to their presentation skills or give feedback. It should be done only when group 
members respect each other and are willing 

ͻ�dŽ�ŐŝǀĞ�ƉĂƌƚŝĐŝƉĂŶƚƐ�ŽƉƉŽƌƚƵ- 

to abide by the following guidelines for respectful behavior. If you choose nities to speak in front of a 

to use this activity, review these points with your group in advance.  



group 

ͻ�>ŝƐƚĞŶ�ĐĂƌĞĨƵůůǇ�ƚŽ�ŽƚŚĞƌ�ƉĞŽƉůĞ͛Ɛ�ƉƌĞƐĞŶƚĂƚŝŽŶƐ͘� 

ͻ�dŽ�ŚĞůƉ�ƉĂƌƚŝĐŝƉĂŶƚƐ�ƵŶĚĞƌ- 

ͻ�WƌŽǀŝĚĞ�ĨĞĞĚďĂĐŬ�ŝŶ�Ă�ƉŽƐŝƚŝǀĞ�ǁĂǇ͘� 

stand the purpose of a good 

ͻ��ŽŶ͛ƚ�ďĞ�ƌƵĚĞ͕�ĐƌŝƚŝĐĂů�Žƌ�ŚƵƌƚĨƵů͘� 

introduction 

ͻ��Ğ�ĂǁĂƌĞ�ƚŚĂƚ�ĞǀĞƌǇŽŶĞ�ŚĂƐ�ĚŝĨĨĞƌŝŶŐ�ĂďŝůŝƚŝĞƐ͘� 

ͻ��Ğ�ĐŽŶƐŝĚĞƌĂƚĞ�ŽĨ�ŽƚŚĞƌ�ƉĞŽƉůĞ͛Ɛ�ĨĞĞůŝŶŐƐ͘� 

MATERIALS: 

ͻ�&ŽůůŽǁ�ƚŚĞ�'ŽůĚĞŶ�ZƵůĞ͗�dƌĞĂƚ�ŽƚŚĞƌ�ƉĞŽƉůĞ�ƚŚĞ�ǁĂǇ�ǇŽƵ�ǁŽƵůĚ�ůŝŬĞ 

Paper 

to be treated.  

Pens or pencils 

During the meeting: 

SETTING: 

1. ,ĂǀĞ�ƚŚĞ�ƉĂƌƚŝĐŝƉĂŶƚƐ�ƉĂŝƌ�ŽĨĨ�ǁŝƚŚ�ƐŽŵĞŽŶĞ�ƚŚĞǇ�ĚŽŶ͛ƚ�ŬŶŽǁ�ǁell.  

Room with chairs, an open area in 

dĞůů�ƚŚĞŵ�ƚŚĞǇ͛ůů�ŚĂǀĞ�Ϯ�Žƌ�ϯ�ŵŝŶƵƚĞƐ�ƚŽ�ŝŶƚĞƌǀŝĞǁ�ĂŶĚ�ũŽƚ�Ă�ĨĞǁ�ĨƌŽŶƚ�ĂŶĚ�Ă�ƉŽĚŝƵŵ͕�ŝĨ�ĂǀĂŝůĂďůĞ 

notes about each other. Suggest that they ask at least the following questions: 

TIME: 

ͻ�tŚĂƚ͛Ɛ�ǇŽƵƌ�ŶĂŵĞ͍� 

10 minutes 

ͻ�,Žǁ�ŽůĚ�ĂƌĞ�ǇŽƵ͍� 



ͻ�tŚĂƚ�ƐĐŚŽŽů�ĚŽ�ǇŽƵ�ĂƚƚĞŶĚ͍� 

ͻ�tŚĂƚ�ŐƌĂĚĞ�ĂƌĞ�ǇŽƵ�ŝŶ͍� 

ͻ�tŚĂƚ͛Ɛ�ǇŽƵƌ�ĨĂǀŽƌŝƚĞ�ƉƌŽũĞĐƚ�Žƌ�ƉƌŽũĞĐƚƐ͍� 

ͻ�,Žǁ�ŵĂŶǇ�ƉĞŽƉůĞ�ĂƌĞ�ŝŶ�ǇŽƵƌ�ĨĂŵŝůǇ͍� 

ͻ�tŚĂƚ͛Ɛ�ǇŽƵƌ�ĨĂǀŽƌŝƚĞ�ĚĞƐƐĞƌƚ͍� 

2. �ǆƉůĂŝŶ�ƚŚĂƚ�ƚŚĞǇ͛ůů�ďĞ�ďƵŝůĚŝŶŐ�ŝŵĂŐŝŶĂƌǇ�ĨƌĂŵĞƐ�ĂƌŽƵŶĚ�ƚŚĞir partners, and that the more information 
they have for their frames, the nicer those frames will be.  

3. Give them another 2 or 3 minutes to write a brief introduction of their partners. Suggest that they 
ĨŽůůŽǁ�ƚŚĞ�ĨŽƌŵĂƚ͕�͞,ŝ͕�ŵǇ�ŶĂŵĞ�ŝƐ͕�͕�ĂŶĚ�ƚŚŝƐ�ŝƐ ŵǇ�ĨƌŝĞŶĚ͕�͘͟� 

Tell them to read their introductions to their partners to make sure their information is correct.  

4. ,ĂǀĞ�ƚŚĞ�ƚĞĂŵƐ�ƚĂŬĞ�ƚƵƌŶƐ�ŝŶƚƌŽĚƵĐŝŶŐ�ƚŚĞŝƌ�ƉĂƌƚŶĞƌƐ�ƚŽ�ƚŚĞ�ǁŚŽůĞ�ŐƌŽƵƉ͘��ĨƚĞƌ�ƚŚĞǇ͛ǀĞ�ĨŝŶŝƐŚĞĚ�ƚŚĞ�
introductions, ask the group what theǇ�ůŝŬĞĚ�Žƌ�ĚŝĚŶ͛ƚ�ůŝŬĞ�ĂďŽƵƚ�ƚĂůŬŝŶŐ�ŝŶ�ĨƌŽŶƚ�ŽĨ�ƚŚĞ�ůĂƌŐĞ�ŐƌŽƵƉ͘� 

>ĞĂĚĞƌ͛Ɛ�EŽƚĞ͗ This icebreaker could be used with other speaking activities in this section or to warm up 
the group before working on any project area.  
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ICEBREAKER: 

Imagine It!  

FOCUS: 

PROCEDURE: 

To develop creativity and increase 

1. Set the stage by being enthusiastic yourself!  

ƉĂƌƚŝĐŝƉĂŶƚƐ͛�ĐŽŵĨŽƌƚ�ǁŝƚŚ�ĂĐƚŝŶŐ�ŝŶ 

2. Have group members sit or stand in a circle.  

front of a group 

3. Start by passing around an imaginary object such as a baseball, a PURPOSE: 



flower or a basketball. Items that require action to use are the 

ͻ�dŽ�ŚĞůƉ�ƉĂƌƚŝĐŝƉĂŶƚƐ�ƌĞůĂǆ 

best.  

before working on their public 

presentation skills 

4. �Ɛ�ƚŚĞ�͞ŽďũĞĐƚ͟�ŝƐ�ƚŽƐƐĞĚ͕�ƌŽůůĞĚ�Žƌ�ŚĂŶĚĞĚ�ĂƌŽƵŶĚ͕�ĞĂĐŚ�ƉĞƌƐŽŶ�ƐŚŽƵůĚ�ĐŚĂŶŐĞ�ƚŚĞ�ŽďũĞĐƚ�ƚŽ�
something else.  

ͻ�dŽ�ĐƌĞĂƚĞ�ĂŶ�ĂƚŵŽƐƉŚĞƌĞ�ŽĨ 

creativity and fun 

5. Encourage the participants to act out the motions completely, even exaggerating motions; the more 
dramatic they are the better.  

MATERIALS: 

This can help participants loosen up and relax their muscles before None 

they try to do something more difficult like give a demonstration or speech.  

SETTING: 

6. If the kids are enjoying the game, try acting out imaginary scenes Open area (inside or outside) with 

like picking and eating an apple or learning to ride a bike.  

little or no furniture or obstacles 

7. tŚĞŶ�ǇŽƵ͛ƌĞ�ƌĞĂĚǇ�ƚŽ�ƋƵŝƚ͕�ŚĂǀĞ�ƚŚĞ�ŐƌŽƵƉ�ƚĂůŬ�ĂďŽƵƚ�ŚŽǁ�ƚŚĞǇ�TIME: 

ĨĞůƚ�ďĞŝŶŐ�͞ĂĐƚŽƌƐ͘͟��ŽŶŶĞĐƚ�ƚŚŝƐ�ƚŽ�ƉƵďůŝĐ�ƐƉĞĂŬŝŶŐ�ďǇ�ĞǆƉůĂŝŶŝŶŐ�ϱʹ10 minutes 

the importance of using natural hand gestures and expressions during a presentation. For more 
advanced groups, try acting out emotions, expressions or action words ʹ things that are not tangible.  
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ACTIVITY: 



Tell Me a Story 

(Illustrated Talks) 

FOCUS: 

PROCEDURE: 

Using a visual aid in a presentation 

1. Give the group 5 to 8 minutes to select pictures from magazines.  

Suggest that they pick pictures that interest them or that seem to PURPOSE: 

fit together.  

ͻ�dŽ�ĞŶĐŽƵƌĂŐĞ�ĐƌĞĂƚŝǀŝƚǇ 

2. Have the kids glue their pictures to a poster board. Suggest that 

ͻ�dŽ�ŐŝǀĞ�ƉĂƌƚŝĐŝƉĂŶƚƐ�Ă�ĐŚĂŶĐĞ 

they arrange the pictures in the order of a story or just arrange to talk in front of a group 

them so they look nice.  

ͻ�dŽ�ŝůůƵƐƚƌĂƚĞ�Ă�ĐŽŶŶĞĐƚŝŽŶ 

3. Depending on their ages or skill levels, you could have older between speaking and using 

participants make up stories about their pictures and younger visual aids 

ones tell why they liked each picture they cut out. Participants could use one of the story starters that 
follow (you may need to MATERIALS: 

help younger participants decide on an opening).  

Scissors 

ͻ�/�ĐŚŽƐĞ�ƚŚĞƐĞ�ƉŝĐƚƵƌĞƐ�ďĞĐĂƵƐĞ͙ 

Magazines 

ͻ�dŚŝƐ�ŝƐ�Ă�ƐƚŽƌǇ�ĂďŽƵƚ͙ 

Poster board 



ͻ�KŶĐĞ�ƵƉŽŶ�Ă�ƚŝŵĞ͙ 

Glue sticks 

 

4. Have the group members tell their stories to the rest of the group.  

͟tŚĂƚ�/�>ĞĂƌŶĞĚ͟�ƐĞůĨ-evaluation 

Encourage participants to point to the appropriate pictures at form (on pg. 8; one per person) 

each point in their stories. Remind them to re-establish good eye SETTING: 

contact with the audience after they have pointed out each picture.  

Room with space for the group to 

spread out 

TIME: 

15ʹ30 minutes 
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ACTIVITY: 

Show & Tell: 

A Demonstration Workshop 

PURPOSE: 

PROCEDURE: 

To understand the basics of a dem- 

Before the meeting: 

onstration and increase opportuni- 

1.  This activity puts young people in situations where other kids in ties for public speaking 

the group will respond to their presentation skills or give feed-MATERIALS: 



back. It should be done only when group members respect each 

 

other and are willing to abide by the following guidelines for 

͞dŝƉƐ�ĨŽƌ��ĨĨĞĐƚŝǀĞ��ĞŵŽŶƐƚƌĂ- 

ƌĞƐƉĞĐƚĨƵů�ďĞŚĂǀŝŽƌ͘�/Ĩ�ǇŽƵ�ĐŚŽŽƐĞ�ƚŽ�ƵƐĞ�ƚŚŝƐ�ĂĐƚŝǀŝƚǇ͕�ƌĞǀŝĞǁ�ƚŚĞƐĞ�ƚŝŽŶƐ͟�ƐŬŝůů�ƐŚĞĞƚ�;ŽŶ�ƉŐ͘�ϯϲ͖� 

points with your group in advance.  

one per person ʹ optional) 

 

ͻ�>ŝƐƚĞŶ�ĐĂƌĞĨƵůůǇ�ƚŽ�ŽƚŚĞƌ�ƉĞŽƉůĞ͛Ɛ�ƉƌĞƐĞŶƚĂƚŝŽŶƐ͘� 

͞�ĞůŝǀĞƌŝŶŐ�Ă�sŽĐĂů�WƌĞƐĞŶƚĂ- 

ͻ�WƌŽǀŝĚĞ�ĨĞĞĚďĂĐŬ�ŝŶ�Ă�ƉŽƐŝƚŝǀĞ�ǁĂǇ͘� 

ƚŝŽŶ͟�ƐŬŝůů�ƐŚĞĞƚ�;ŽŶ�ƉŐ͘�ϯϭ͖� 

ͻ��ŽŶ͛ƚ�ďĞ�ƌƵĚĞ͕�ĐƌŝƚŝĐĂů�Žƌ�ŚƵƌƚĨƵů͘� 

one per person ʹ optional) 

 

ͻ��Ğ�ĂǁĂƌĞ�ƚŚĂƚ�ĞǀĞƌǇŽŶĞ�ŚĂƐ�ĚŝĨĨĞƌŝng abilities.  

͞WƌĂĐƚŝĐĞ��ĞŵŽŶƐƚƌĂƚŝŽŶƐ͟� 

ͻ��Ğ�ĐŽŶƐŝĚĞƌĂƚĞ�ŽĨ�ŽƚŚĞƌ�ƉĞŽƉůĞ͛Ɛ�ĨĞĞůŝŶŐƐ͘� 

handout (on pg. 45; one per 

ͻ�&ŽůůŽǁ�ƚŚĞ�'ŽůĚĞŶ�ZƵůĞ͗�dƌĞĂƚ�ŽƚŚĞƌ�ƉĞŽƉůĞ�ƚŚĞ�ǁĂǇ�ǇŽƵ�ǁŽƵůĚ�ƉĞƌƐŽŶͿ 

 

like to be treated.  

Demonstration materials 

Poster board 



2. Read thĞ�͞dŝƉƐ�ĨŽƌ��ĨĨĞĐƚŝǀĞ��ĞŵŽŶƐƚƌĂƚŝŽŶƐ͟�ƐŬŝůů�ƐŚĞĞƚ�ƐŽ�ǇŽƵ�ĐĂŶ 

Markers 

describe the basic parts of a demonstration to the kids. You also may 

͞dŝƉ�^ŚĞĞƚ�ĨŽƌ��ǀĂůƵĂƚŝŶŐ 

ǁĂŶƚ�ƚŽ�ĐŽƉǇ�ƚŚĞ�ƐŬŝůů�ƐŚĞĞƚ�ĨŽƌ�ĞĂĐŚ�ƉĞƌƐŽŶ͘�^ĞĞ�ƚŚĞ�͞�ĞůŝǀĞƌŝŶŐ�Ă��ĞŵŽŶƐƚƌĂƚŝŽŶƐ͟�ŚĂŶĚŽƵƚ (on 

sŽĐĂů�WƌĞƐĞŶƚĂƚŝŽŶ͟�ƐŬŝůů�ƐŚĞĞƚ�ĨŽƌ�ŵŽƌĞ�ŚĞůƉĨƵů�ŚŝŶƚƐ͘� 

pg. 46; one per person) 

 

3. If you have an older group member who has presented a 

͟tŚĂƚ�/�>ĞĂƌŶĞĚ͟�ƐĞůĨ-evaluation 

demonstration before, ask him or her to prepare and give a short form (on pg. 8; one per person) 

demonstration.  

SETTING: 

During the meeting: 

Enough space for kids to break up 

1. Have the older member give his or her demonstration.  

into small groups to work on their 

demonstrations; area should include 

2. Divide the group into teams or have the participants work alone, a table for spreading out materials 

depending on their age and experience.  

during demonstrations 

3. Hand each team a practice demonstration topic and the materials TIME: 

necessary for presenting that demonstration.  

30 minutes 



4. Give teams 5 to 8 minutes to create and practice their demonstrations. Encourage the teams to use 
posters to list ingredients or materials needed for their presentations.  

5. �ĨƚĞƌ�ĞĂĐŚ�ƚĞĂŵ�ŐŝǀĞƐ�ƚŚĞŝƌ�ĚĞŵŽŶƐƚƌĂƚŝŽŶ͕�ƉĂƐƐ�ŽƵƚ�ƚŚĞ�͞dŝƉ�^ŚĞĞƚ�ĨŽƌ��ǀĂůƵĂƚŝŶŐ��ĞŵŽŶƐƚƌĂƚŝŽŶƐ͟�
handout. Help the team members identify the points they did well at and the ones they need to work 
on. Keep in mind that this may be hard for some kids and that just standing up in front of a group will be 
a challenge ʹ 

always look for the positive first.  
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TALKING IT OVER: 

After all the teams have presented their demonstrations, encourage the whole group to talk about their 
experiences. Ask the following questions.  

ͻ�,Žǁ�ĚŝĚ�ŝƚ�ĨĞĞů�ƚŽ�ďĞ�ƐƉĞĂŬŝŶŐ�ŝŶ�ĨƌŽŶƚ�ŽĨ�Ă�ŐƌŽƵƉ͍� 

ͻ�tŚĂƚ�ĚŝĚ�ǇŽƵ�ĨŝŶĚ�ĨƵŶ�ĂďŽƵƚ�ĚŽŝŶŐ�ĚĞŵŽŶƐƚƌĂƚŝŽŶƐ͍� 

ͻ�tĂƐ�ŝƚ�ĂƐ�ŚĂƌĚ�ĂƐ�ǇŽƵ�ƚŚŽƵŐŚƚ�ŝƚ�ǁŽƵůĚ�ďĞ͍� 

ͻ�tŚĞŶ�ĚŽ�ǇŽƵ�ƚŚŝŶŬ�ǇŽƵ�ŵŝŐŚƚ�ĚŽ�ŽƚŚĞƌ�ĚĞŵŽŶƐƚƌations?  

44 Ȃ �����������������������Ȉ������������������Ƭ���������������� 

©2000 Michigan State University Board of Trustees.  

SHOW & TELL HANDOUT: 

Practice Demonstrations 

>ĞĂĚĞƌ͛Ɛ�EŽƚĞ͗�These demonstrations can be done alone or as a team. For first-time demonstrators, it 
might be helpful to do team presentations.  

Making a Paper Airplane: 

Pencil Judging: 

Demonstrate how to properly fold a pa- 

Explain how you would use judging techniques per airplane for best flight. (Talk about 

to rank a group of four pencils.  



the structures on the plane that have 

to do with aerodynamics.) 

Folding Tissue Flowers: 

Napkin Folding: 

Demonstrate how to fold a paper rosette 

Demonstrate three different ways to 

and demonstrate some of its uses.  

fold napkins for a dinner table.  

Sanding Techniques: 

Peanut Butter Sandwich 

Demonstrate proper sanding techniques to 

Making: 

achieve a smooth finish (include different 

Demonstrate different methods for mak- 

weights of sandpaper and what each would 

ing a peanut butter and jelly sandwich 

be used for).  

to suit your taste.  
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SHOW & TELL HANDOUT: 

Tip Sheet for Evaluating 

Demonstrations 



The main purpose of any demonstration is to share information, ideas and skills with 
others. This could be accomplished in many ways. The important thing is for you to 
have the chance to practice speaking skills.  

���ǯ������������ yourself by trying to achieve a certain set of standards. However, 
there are some basic areas in which you can evaluate your own progress and set 
goals for improvement. Think about and answer the following questions.  

Topic 

Was the topic appropriate for the audience age and interests? Why or why not?  

Content 

�ŝĚ�ƚŚĞ�ĚĞŵŽŶƐƚƌĂƚŝŽŶ�ŐŝǀĞ�ĞŶŽƵŐŚ�ŝŶĨŽƌŵĂƚŝŽŶ�ƚŽ�ƐƉĂƌŬ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͛Ɛ�ŝŶƚĞƌĞƐƚ͍�tŚǇ�Žƌ�ǁŚǇ�ŶŽƚ͍� 

Was the information presented in such a way that the audience could replicate the techniques or ideas 
demonstrated?  

Poise 

Did you feel comfortable in front of the group? Why or why not?  

Do you feel that you presented yourself well? Why or why not?  
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 Tip Sheet for Evaluating Demonstrations handout continued Delivery 

Was your demonstration clear and organized?  

Was the audience interested enough to ask for more information?  

Did people respond as if they could hear everything?  

Introduction and Conclusion 

Did you tell the audience what you were planning to say and then sum up what you said at the end?  

Other 

What else did you learn about giving speeches?  
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ACTIVITY: 

���ǯ������������������� 

FOCUS: 

PROCEDURE: 

Increase public speaking skills 

1.  Introduce the topic by telling a personal story about a public speaking experience. The story should 
contain something you PURPOSE: 

learned about yourself as a result.  

ͻ�dŽ�ŚĞůƉ�ŬŝĚƐ�ŝĚĞŶƚŝĨǇ�ǁŚĂƚ 

2.  Ask the kids if they also have some fear of speaking in front of makes them scared of public 

groups. Explain that some fears and symptoms of nervousness will speaking 

go away with practice. However, they need to learn what they 

ͻ�dŽ�ŚĞůƉ�ŬŝĚƐ�ůĞĂƌŶ�ƚŽ�ƉůĂŶ�ĨŽƌ 

might be afraid of and how they can work around it and still be and around stage nerves 

able to share their ideas.  

ͻ�dŽ�ŚĞůƉ�ŬŝĚƐ�ĨĞĞů�ůĞƐƐ�ĂĨƌĂŝĚ�ŽĨ 

3.  Hand out pencils or pens aŶĚ�ƚŚĞ�͞tŚĂƚ��ƌĞ�You �ĨƌĂŝĚ�KĨ͍͟�ŚĂŶĚ-the nervous symptoms they 

out to each person. Give them 5 to 7 minutes to write down some feel 

of the fears they may have and to check off some of the symptoms this stress causes.  

MATERIALS: 

 

4.  Bring the group back together to discuss their answers.  

͞tŚĂƚ��ƌĞ�You �ĨƌĂŝĚ�KĨ͍͟� 



handout (on pg. 50; one per 

TALKING IT OVER: 

person) 

 

1. Allow at least 10 minutes for discussion, depending on the size of Pens or pencils 

 

the group. Share the following information with the group. (For 

͟tŚĂƚ�/�>ĞĂƌŶĞĚ͟�ƐĞůĨ-evaluation 

ƚŝƉƐ�ŽŶ�ƌĞĚƵĐŝŶŐ�ƐƚĂŐĞ�ŶĞƌǀĞƐ�Žƌ�ƐƚĂŐĞ�ĨƌŝŐŚƚ͕�ƌĞĨĞƌ�ƚŽ�ƚŚĞ�͞KǀĞƌ-form (on pg. 8; one per person) 

ĐŽŵŝŶŐ�^ƚĂŐĞ�EĞƌǀĞƐ͟�ƐŬŝůů�ƐŚĞĞƚ�ŽŶ�ƉĂŐĞ�ϯϰ͘Ϳ�SETTING: 

Here are some fears that people have noted about public speaking: Comfortable area where the group 

ͻ��ŽƌŝŶŐ�ƚŚĞ�ĂƵĚŝĞŶĐĞ�ƚŽ�ƐůĞĞƉ 

can sit in a circle 

ͻ��ƵƌƉŝŶŐ�ƵŶĐŽŶƚƌŽůůĂďůǇ 

ͻ�&ĂůƐĞ�ƚĞĞƚŚ�ĐŽŵŝŶŐ�ůŽŽƐĞ 

TIME: 

ͻ� Tripping on the way up to the stage 20ʹ30 minutes 

2. Ask the group the following questions: 

ͻ�tŚĂƚ�ŽƚŚĞr fears can you think of? (Encourage the group to brainstorm as many as they can.) 

ͻ��ƌĞ�ǇŽƵ�ƐƵƌƉƌŝƐĞĚ�Ăƚ�Ăůů�ƚŚĞ�ƚŚŝŶŐƐ�ƉĞŽƉůĞ�ĨĞĂƌ�ĂďŽƵƚ�ƉƵďůŝĐ�ƐƉĞĂŬŝŶŐ͍�;�ǆƉůĂŝŶ�ƚŚĂƚ�ǁŚĞŶ�ƚŚĞǇ�ĐĂŶ�
identify a fear very specifically they can work on overcoming it.) 

ͻ�tŚĂt might you do to prevent some of these fears from coming true? (For example, to help keep from 
boring an audience to sleep, you could read your speech to a friend to see how it sounds.) 

3. Ask the group to come up with at least one solution or problem-solving technique for each fear they 
listed. Encourage them to be creative and not to worry about whether the solution will work for every 
public speaking situation.  



4. �ƐŬ�ĨŽƌ�ǀŽůƵŶƚĞĞƌƐ�ƚŽ�ƚĂůŬ�ĂďŽƵƚ�ƚŚĞ�ŶĞƌǀŽƵƐ�ƐǇŵƉƚŽŵƐ�ƚŚĞǇ͛ǀĞ�ŚĂĚ�ďĞĨŽƌĞ�Žƌ�ǁŚŝůĞ�ƐƉĞĂŬŝŶg in public. 
(You could open with 48 ʹ �KDDhE/��d/KE^�dKK></d�ͻ�sŽĐĂů��ǆƉƌĞƐƐŝŽŶ�Θ�WƵďůŝĐ�^ƉĞĂŬŝŶŐ 
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ƐŽŵĞƚŚŝŶŐ�ůŝŬĞ͕�͞/�ĂůǁĂǇƐ�ƐĞĞŵ�ƚŽ�ŐĞƚ͙�ƐǁĞĂƚǇ�ŚĂŶĚƐ͙�ĐŽůĚ�ĨĞĞƚ͙�ĂŶ�ƵƉƐĞƚ�ƐƚŽŵĂĐŚ͙�ǁŚĞŶ�/�ŬŶŽǁ�/�
have to gĞƚ�ƵƉ�ĂŶĚ�ƚĂůŬ�ŝŶ�ĨƌŽŶƚ�ŽĨ�ŽƚŚĞƌƐ͘Ϳ��ĨƚĞƌ�ƚŚĞǇ͛ǀĞ�ĐŽŵƉŝůĞĚ�Ă�ůŝƐƚ�ŽĨ�ƐǇŵƉƚŽŵƐ͕�ĞŶĐŽƵƌĂŐĞ�ƚŚĞŵ�ƚŽ�
come up with some ways they can reduce the symptoms (for example, to remedy or minimize an upset 
stomach, eat only a light meal before speaking).  

5.  Give the ŐƌŽƵƉ�Ă�ĨŝŶĂů�ŽƉƉŽƌƚƵŶŝƚǇ�ƚŽ�ƚĂůŬ�ĂďŽƵƚ�ĞǆƉĞƌŝĞŶĐĞƐ�ƚŚĞǇ͛ǀĞ�ŚĂĚ�ǁŝƚŚ�ƐƉĞĂŬŝŶŐ�Žƌ�ƌĞĂĚŝŶŐ�
aloud and how they felt.  

6.  Remind your group that being scared or nervous is not a good reason to avoid public speaking. Being 
able to express their ideas and share information is very important.  Even though public speaking may be 
hard now, the more they do it the easier it will become.  

TRY THIS, TOO: 

Ask a local radio, television or sports celebrity to speak to your group about his or her experiences with 
performance nerves.  
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���ǯ�������ABOUT NERVES HANDOUT: What Are You Afraid Of?  

Write a sentence or two about the things that scare you about public speaking.  

This is how I feel if I have to talk in front of others: (Check each symptom that you 
feel.) 

My hands shake.  

I get a headache.  

My shoulders ache.  

I get dizzy.  

My mouth goes dry.  

My neck hurts.  

My heart beats faster than normal.  



I get sweaty palms.  

DǇ�ƐƚŽŵĂĐŚ�ŝƐ�ƵƉƐĞƚ�ĂŶĚ�/͛ŵ�ŶĂƵƐĞĂƚĞĚ͘� 

My legs are shaky.  

/�ĐĂŶ͛ƚ�ƐƚŽƉ�ŵǇ�ĨĞĞƚ�ĨƌŽŵ�ƚĂƉƉŝŶŐ͘� 

Other:  
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ACTIVITY: 

����ǯ������������ 

This Picture?  

FOCUS: 

PROCEDURE: 

To enhance understanding of basic 

Before the meeting: 

public speaking skills 

1. This activity puts young people in situations where other kids in PURPOSE: 

the group will respond to their presentation skills or give feedback. It should be done only when group 
members respect each 

ͻ�dŽ�ƐŚŽǁ�ŬŝĚƐ�ŚŽǁ�ŵƵĐŚ�ƚŚĞǇ 

other and are willing to abide by the following guidelines for already know about good 

respectful behavior. If you choose to use this activity, review these speaking skills 

points with your group in advance.  

ͻ�dŽ�ƐŚŽǁ�ŚŽǁ�ƉƵďůŝĐ�ƐƉĞĂŬŝŶŐ 

ͻ�>ŝƐƚĞŶ�ĐĂƌĞĨƵůůǇ�ƚŽ�ŽƚŚĞƌ�ƉĞŽƉůĞ͛Ɛ�ƉƌĞƐĞŶƚĂƚŝŽŶƐ͘� 



can be fun 

ͻ�WƌŽǀŝĚĞ�ĨĞĞĚďĂĐŬ�ŝŶ�Ă�ƉŽƐŝƚŝǀĞ�ǁĂǇ͘� 

ͻ��ŽŶ͛ƚ�ďĞ�ƌƵĚĞ͕�ĐƌŝƚŝĐĂů�Žƌ�ŚƵƌƚĨƵů͘� 

ͻ�dŽ�ŐŝǀĞ�ŬŝĚƐ�Ă�ĐŚĂŶĐĞ�ƚŽ�ƐƉĞĂŬ 

ͻ��Ğ�ĂǁĂƌĞ�ƚŚĂƚ�ĞǀĞƌǇŽŶĞ�ŚĂƐ�ĚŝĨĨĞƌŝŶŐ�ĂďŝůŝƚŝĞƐ͘� 

in front of a group 

ͻ��Ğ�ĐŽŶƐŝĚĞƌĂƚĞ�ŽĨ�ŽƚŚĞƌ�ƉĞŽƉůĞ͛Ɛ�ĨĞĞůŝŶŐƐ͘� 

MATERIALS: 

ͻ�&ŽůůŽǁ�ƚŚĞ�'ŽůĚen Rule: Treat other people the way you would like to be treated.  

͞dŽƉŝĐƐ͟�ĂŶĚ�͞^ƉĞĂŬŝŶŐ�ZƵůĞƐ͟� 

cards (from handout on pg. 53) 

2. �Ƶƚ�ŽƵƚ�ƚŚĞ�͞dŽƉŝĐƐ͟�ĂŶĚ�͞^ƉĞĂŬŝŶŐ�ZƵůĞƐ͟�ĐĂƌĚƐ͘�/Ĩ�ǇŽƵ�ŚĂǀĞ�Ă 

͞�ĞůŝǀĞƌŝŶŐ�Ă�sŽĐĂů�WƌĞƐĞŶƚĂ- 

large group, you might need morĞ�ƚŚĂŶ�ŽŶĞ�ĐŽƉǇ�ŽĨ�ĞĂĐŚ�ĐĂƌĚ͘�zŽƵ�ƚŝŽŶ͟�ƐŬŝůů�ƐŚĞĞƚ�;ŽŶ�ƉŐ͘�ϯϭ͖� 

ŵĂǇ�ǁĂŶƚ�ƚŽ�ĂĚĚ�Ă�ĨĞǁ�ƚŽƉŝĐƐ�ƚŚĂƚ�ĂƌĞ�ƐƉĞĐŝĨŝĐ�ƚŽ�ǇŽƵƌ�ŐƌŽƵƉ͛Ɛ�ŽŶĞ�ƉĞƌ�ƉĞƌƐŽŶ�ʹ optional) 

interests.  

Pencils or pens 

͟tŚĂƚ�/�>ĞĂƌŶĞĚ͟�ƐĞůĨ-evaluation During the meeting: form (on pg. 8; one per person) 

1. zŽƵ�ŵŝŐŚƚ�ǁĂŶƚ�ƚŽ�ŚĂŶĚ�ŽƵƚ�ĐŽƉŝĞƐ�ŽĨ�ƚŚĞ�͞�ĞůŝǀĞƌŝŶŐ�Ă�sŽĐĂů�WƌĞƐĞŶƚĂƚŝŽŶ͟�ƐŬŝůů�ƐŚĞĞƚ�ƐŽ�ƚŚĞ�ŬŝĚƐ�ĐĂŶ�
refer to it during the rest SETTING: 

of the activity.  

Room with an open area like a 

2. dĞůů�ƚŚĞ�ŐƌŽƵƉ�ƚŚĂƚ�ƚŚĞǇ͛ůů�ďĞ�ĚĞŵŽŶƐƚƌĂƚŝŶŐ�ƚŚĞ�ďĂƐŝĐ�͞ŚŽǁ-ƚŽ͛Ɛ͟� 

ƐƚĂŐĞ�Žƌ�ƐƉĞĂŬĞƌ͛Ɛ�ĂƌĞĂ�ŽŶ�ŽŶĞ�ƐŝĚĞ 



of public speaking, but in an upside-down way. Tell them that this TIME: 

will give them a chance to show what they know about good public speaking skills.  

10ʹ15 minutes 

3. Have each person pick one card from the Topics pile and one card from the Speaking Rules pile.  

4. Tell the participants to prepare a 30-second presentation on the topic from their card. Their 
presentations should break the rules they know about the speaking skill they picked. For example, 
ƐŽŵĞŽŶĞ�ǁŚŽ�ĐŚŽƐĞ�ƚŚĞ�^ƉĞĂŬŝŶŐ�ZƵůĞƐ�ĐĂƌĚ�͞�ǇĞ��ŽŶƚĂĐƚ͟�ĂŶĚ�ƚŚĞ�dŽƉŝĐ�ĐĂƌĚ�͞dĂůŬ�ĂďŽƵƚ�ǇŽƵƌ�ĨĂǀŽƌŝƚĞ�
ĚĞƐƐĞƌƚ͟�ŵŝŐŚƚ�ƚĂůŬ�ĞŶƚŚƵƐŝĂƐ-tically about chocolate brownies while looking at the floor or ceiling the 
entire time. This activity works best when the participants  really ĞǆĂŐŐĞƌĂƚĞ�ƚŚĞ�ƌƵůĞ�ƚŚĞǇ͛ƌĞ�ďƌĞĂŬŝŶŐ͘� 

5. dĞůů�ƚŚĞŵ�ŶŽƚ�ƚŽ�ƌĞǀĞĂů�ǁŚĂƚ�ƐƉĞĂŬŝŶŐ�ƌƵůĞ�ƚŚĞǇ͛ƌĞ�ƚƌǇŝŶŐ�ƚŽ�ďƌĞĂŬ�ƐŽ�ƚŚĂƚ�ƚŚĞ�ĂƵĚŝĞŶĐĞ�ĐĂŶ�ŐƵĞƐƐ�
which one it is.  
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6. When the audience guesses what the speaker is trying to do, ask them to identify how good speakers 
would handle the speaking rule.  

7. Continue in this manner until everyone has had a chance to talk.  

TALKING IT OVER: 

Ask the group the following questions: 

ͻ��ŝĚ�ƚŚŝƐ�ĂĐƚŝǀŝƚǇ�ŚĞůƉ�ǇŽƵ�ůĞĂƌŶ�ĂŶǇƚŚŝŶŐ�ŶĞǁ�ĂďŽƵƚ�ƉƵďůŝĐ�ƐƉĞĂŬŝŶŐ�ƐŬŝůůƐ͍� 

ͻ�,ĂǀĞ�ǇŽƵ�ƚƌŝĞĚ�Žƌ�ŚĞĂƌĚ�ĂďŽƵƚ�ŽƚŚĞƌ�ŐŽŽĚ�ƚŝƉƐ�ĨŽƌ�ƐƉĞĂŬŝŶŐ�ƚŽ�Ă�ŐƌŽƵƉ͍� 

ͻ��ŝĚ�ƚŚŝƐ�ĂĐƚŝǀŝƚǇ�ŵĂŬĞ�ŝƚ seem easier to try making a longer speech in the future?  

ͻ�,Žǁ�ĐŽƵůĚ�ǇŽƵ�ƐŚĂƌĞ�ƚŚŝƐ�ŝŶĨŽƌŵĂƚŝŽŶ�ĂďŽƵƚ�ƉƵďůŝĐ�ƐƉĞĂŬŝŶŐ�ǁŝƚŚ�ŽƚŚĞƌ�ŬŝĚƐ�Žƌ�ĂĚƵůƚƐ͍� 
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����ǯ������
������������������ǫ��������ǣ Topics & Speaking 

Rules Cards 



Topic Card: 

Speaking Rules Card: 

Describe your dream vacation.  

Audience Consideration 

Topic Card: 

Speaking Rules Card: 

Talk about your favorite dessert.  

Facial Expressions 

Topic Card: 

Speaking Rules Card: 

Talk about your favorite music.  

Hand Gestures 

Topic Card: 

Speaking Rules Card: 

Create a new commercial for 

one of your favorite products.  

Voice 

Topic Card: 

Speaking Rules Card: 

Talk about someone who has 

influenced your life.  

Eye Contact 

Topic Card: 

Speaking Rules Card: 

���������������������ǯ�������Ǥ� 



Proper Attire 
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ANNEXURE II 

 

 



ANNEXURE III 

Public speaking -Assessment 

 

1. Public speaking has been taught and studied for thousands of years. True or False 

 2. Because people have different frames of reference, a public speaker must take care to adapt her or 

his message to the particular audience being addressed. T or F  

3. ____________ is anxiety over the prospect of giving a speech in front of an audience. __ Adrenaline, 

__ Visualization, __ Stage Fright 

 4. It is normalͶeven desirableͶto be nervous at the start of a speech. T or F 

 5. _____________ is controlled nervousness that helps energize a speaker for his or her presentation. 

__ Restrained Anxiety, __ Positive Nervousness, __ Focused Nervousness 

 6. Listeners usually realize how tense a speaker is. T or F  

7. Public speaking and ordinary conversation are similar in that both involve adapting to listener 

feedback. T or F 

 8. Critical thinking includes _________________. __ Seeing the relationships among ideas, __ Judging 

the credibility of statements, __ Assessing the soundness of evidence, __ All answers are correct. 

 9. The messages, usually nonverbal, sent from a listener to a speaker are called ____________. __ Cues, 

__ Feedback, __ Prompts.  

10. The knowledge, experience, goals, values, and attitudes through which each listener filters a 

message make up the listener's ______________________. _ Frame of Reference, __ Cognitive Screen, 

__ Psychological Filter, __ Attitudinal Fieldbout what works. 
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   Sri Lakshmi Narayana Institute of Medical Sciences 

OSUDU, AGARAM VILLAGE, VILLIANUR COMMUNE, KUDAPAKKAM POST, 

PUDUCHERRY ʹ 605 502 

 
 

Date:03.07.2017 
From 
Dr.S.Rajini 
Professor and Head, 
Department of Community Medicine, 
Sri Lakshmi Narayana Institute of Medical Sciences 
Bharath Institute of Higher Education and Research,Puducherry 
 
 
Through Proper Channel 
 
To 
The Dean, 
Sri Lakshmi Narayana Institute of Medical Sciences 
Bharath Institute of Higher Education and Research, 
Puducherry 
 
 

Sub: Completion of value-added course: ³3XEOLF�6SHDNLQJ´   

Dear Sir, 

 With reference to the subject mentioned above, the department has conducted thevalue-added 

course titled: 3XEOLF�6SHDNLQJ´ on Jul 2017- Sep 2017. We solicit your kind action to send certificates 
for the participants, that is attached with this letter. Also, I am attaching the photographs captured during 
the conduct of the course. 

Kind regards 

Enclosure :Photograph                                                                                                                                          

                                                                                                       



 

 

 

 

 


