Appendices

Appendix A: Assignment Task
· Choose a topic of special importance to you, e.g., hobby, an instrument you play, sport, achievement, holiday, family, travel, part-time job, etc.

· Pre-task: Plan and draft a presentation for the assignment task below using the presentation template.
· Assignment task: Give an informative oral presentation (3–5 minutes) about your topic. You must use pictures and/or visual objects in the presentation. After your presentation, you must answer questions from your classmates.

· Use the checklist below when you rehearse your presentation.

	Presentation Checklist
	Check

	Content

· Does the introduction include

1. a question to the audience?

2. surprising and/or unusual facts?

· Is the main idea in the introduction clear?

· Does the body support the main idea?

· Are there enough examples and supporting information?

· Does the conclusion restate the topic, plan, and main idea?

· Is the length of the presentation too short, too long, or just right?

· Does the speaker use pictures and/or visual objects?
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	Language

· Are the sentences too long?

· Is the language okay for the audience?

· Does the speaker use transitions between points?
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	Delivery

· Does the speaker speak too fast or too slowly?

· Does the speaker speak too loudly or too quietly?

· Does the speaker use intonation?
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	Body Language

· Does the speaker look comfortable?

· Does the speaker read or look at the audience?

· Does the speaker use gestures?
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· Members of the audience must ask questions at the end of each presentation.

· Your teacher will evaluate your presentation by using the assessment criteria.
Appendix B: Assessment Criteria

	TRAIT
	5
	4
	3
	2
	1

	VERBAL SKILLS
	
	
	
	
	

	Voice
	Excellent projection for all the audience to hear.
	Good projection for all the audience to hear.
	Projection was mostly effective for most of the audience to hear.
	Difficult to hear at times. Some in the audience could hear.
	Very difficult to hear. Few in the audience could hear.

	Tone
	Always showed strong positive feelings towards the topic presented.
	Mostly showed positive feelings towards the topic presented.
	Sometimes showed positive feelings towards the topic presented.
	Showed some negativity towards the topic presented.
	Showed no interest in the topic presented.

	NONVERBAL SKILLS
	
	
	
	
	

	Eye contact
	Always used eye contact with audience. Seldom looked at notes.
	Often used eye contact with audience. Occasionally looked at notes
	Sometimes used eye contact with audience and read notes.
	Rarely used eye contact with audience. Mostly read notes.
	No eye contact with audience. Read notes only.

	Body language
	Used movement or gestures very effectively.
	Used movement or gestures effectively.
	Used movement or gestures with some effect.
	Rarely used movement or gestures.
	No movement or gestures.

	Pictures/visual objects
	Used pictures/visual objects very effectively.
	Used pictures/visual objects effectively.
	Used pictures/visual objects with some effect.
	Used pictures/visual objects with little effect.
	No pictures/visual objects used.

	CONTENT
	
	
	
	
	

	Subject knowledge
	Excellent knowledge of the topic and answered all questions with elaboration.
	Good knowledge of the topic and answered some questions with elaboration.
	Sound knowledge of the topic and answered questions with a little elaboration.
	Little knowledge of the topic and answered questions basically.
	Very limited knowledge of the topic and couldn’t answer questions.

	Language
	Very appropriate for the audience.
	Appropriate for the audience.
	Mostly appropriate for the audience.
	Sometimes inappropriate for the audience.
	Not appropriate for the audience.

	Template sequence/rehearsal
	Sequence was very smooth and evidence of rehearsal.
	Sequence was smooth and evidence of rehearsal.
	Sequence was effective and some evidence of rehearsal.
	Sequence was sometimes not clear and little evidence of rehearsal.
	Sequence not clear and no evidence of rehearsal.
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Appendix D: PowerPoint Presentation Notes
	Slide
	Notes

	1
	· Informative oral presentations are a speaking strategy in front of an audience/other people.

	2
	What makes a good presentation?

· Brainstorm ideas on the board.

	3
	Why give a presentation? 

· Why? To inform, to report, to motivate, to generate interest, to say thank you

· How? One person in front of an audience.

· Who? Students, teachers, business people, coworkers, employers, employees, peers.

· What? Almost anything, sports, countries, animals, report, proposal, etc.

· Where? In a room, classroom, conference, meeting, online.

· When? During university/work time. During a visit to another country.

	4
	What are the stages of a presentation?

	5
	Introduction
· Greeting

· Attention-getter

· Why you are qualified

· Main idea

· Plan (+ rules)

· Signal point 1

	6
	Body

· Point 1

· Example or detail of 1a

· Example or detail of 1b

· Transition P1 → P2

	7
	Finish

· Restate topic

· Restate plan

· Restate main idea

	8
	Question & Answer

· Invite questions from the audience.

	9
	Voice

· Too loud/soft
· Too fast/slow

	10
	Language

· Don’t use difficult language.

· Use language you are comfortable with.

	11
	Body Language

· Eye contact

· Gestures

· Stand up

· Walk around

· Relax

· Smile & laugh

	12
	Boring Tone

· Bored audience

· Just reading and no confidence (no rehearsal).

	13
	Positive Tone

· Interested audience

· Head up and confident (rehearsal).

	14
	Harmonize

· Try to fit and work everything together with your audience.

	15
	Question & Answer

· Invite questions from the audience.


Appendix E: Template

Introduction

	Greeting
	Good morning/afternoon everyone. My name is...
I’m going to talk about…

	Attention-getter
	

	Why you’re qualified
	

	Main idea
	

	Plan

(+ rules)
	My presentation will focus on…

First, we will look at…

Second, we will look at…

And third, we will look at…

My presentation will take about (3-5) minutes.

I will take your questions at the end.

	Signal point 1
	Okay, let’s start by looking at…


Body

	Point 1
	

	Example or detail of 1 a
	

	Example or detail of 1 b
	

	Transition P1 → P2
	I think that’s all I wanted to say about…

Now, let’s move on to my second point,…

	Point 2
	

	Example or detail of 2 a
	

	Example or detail of 2 b
	

	Transition P2 → P3
	Well, that’s all I wanted to say about…

Now, let’s move on to my third and final point,…

	Point 3
	

	Example or detail of 3 a
	

	Example or detail of 3 b
	

	Transition P3 end
	Well, that’s all I wanted to say about…


Conclusion

	Restate topic
	And that brings us to end of my presentation.

Today we explored the topic of…

	Restate plan
	First, we looked at…

Second, we looked at…

Third, we looked at…

	Restate main idea
	Clearly we can see that…

	Invite Q & A
	Thank you. Do you have any questions?


(Source: Adapted from Alpros Solutions teaching materials)


















