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Plan before you speak

PLAN • CREATE • REHEARSE • DELIVER

Help listeners follow and remember your message.
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Name your purpose

INFORM • EXPRESS AN OPINION • TELL A STORY

Decide what you want the audience to know, think or feel.
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Know your audience

What do they already know? What do they need?

Choose formal or informal language that suits the situation.
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Focus your topic

Turn a broad idea into one clear message.

Choose something you know about or want to investigate.
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Ask useful questions

WHO • WHAT • WHERE • WHEN • WHY • HOW

Check more than one sensible source.
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Build three clear parts

OPENING → SEQUENCED MAIN POINTS → ENDING

A logical structure makes the message easy to follow.
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Hook your audience

Try a question, surprising detail or vivid moment.

Connect the hook to your message—skip unrelated jokes.
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Order your main points

Use time order, grouped ideas or most important first.

Add accurate details, evidence and examples.
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Use linking words

FIRST • NEXT • ANOTHER REASON • FOR EXAMPLE • FINALLY

Guide listeners from one idea to the next.
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Finish strongly

Return to your message and summarise the key idea.

Invite thought or action, then finish clearly.
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Choose precise words

Use topic-specific vocabulary and concrete details.

Explain unfamiliar words so everyone can follow.
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Make visuals purposeful

Use a picture, object, chart or slide only when it adds meaning.

Keep it clear, readable and connected to your point.
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Keep palm cards brief

ONE POINT • LARGE KEYWORDS • NUMBERED ORDER

Add only a short cue for a visual or action.
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Rehearse in rounds

Time your talk. Record yourself or ask a partner.

Use one GLOW and one GROW to improve the next round.
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Control your voice

TONE • PACE • PITCH • VOLUME

Adjust each feature for your purpose and audience.
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Support ideas with your body

Use grounded posture, audience eye contact and natural gestures.

Breathe calmly and let movement match the message.

PREVIEW



Present and interact

LISTEN • TAKE TURNS • RESPOND POLITELY

Choose language that suits the audience and situation.
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Final presentation check

PURPOSE • ORDER • DETAILS • PRECISE WORDS

VISUAL • VOICE • BODY • REHEARSAL • RESPECTFUL RESPONSE
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Well Done!
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Question 1

MULTIPLE CHOICE

Which purpose best matches a presentation that

explains how bees help gardens?

A) Inform

B) Tell a joke

C) Ask for silence

D) Describe the classroom colour
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Answer 1

A) INFORM

The speaker is teaching the audience factual information.

PREVIEW



Question 2

TRUE OR FALSE

Palm cards should contain every sentence

of your speech in tiny writing.
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Answer 2

FALSE

Palm cards use large keywords and short cues

so you can look at the audience.
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Question 3

SHORT ANSWER

Name the three main parts

of a clear oral presentation.
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Answer 3

OPENING • MAIN POINTS • ENDING

Body may be used for main points;

conclusion may be used for ending.
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Question 4

MULTIPLE CHOICE

Which opening best engages an audience for a talk about storms?

A) I forgot my pencil.

B) Have you ever heard thunder shake the windows?

C) My talk has three pages.

D) Please wait.
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Answer 4

B) HAVE YOU EVER HEARD THUNDER SHAKE THE WINDOWS?

It connects the audience to the topic immediately.
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Question 5

TRUE OR FALSE

A steady pace helps listeners understand your ideas.
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Answer 5

TRUE

A steady, purposeful pace gives listeners

time to follow each point.
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Question 6

MULTIPLE CHOICE

Which visual best supports a talk comparing

rainfall across four months?

A) A clear labelled bar graph

B) A random cartoon

C) A page of tiny writing

D) A picture unrelated to weather
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Answer 6

A) A CLEAR LABELLED BAR GRAPH

It makes the comparison easier to understand.
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Question 7

SHORT ANSWER

Give two body-language choices that help you

connect with an audience.
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Answer 7

ANY TWO:

Grounded posture • regular eye contact

Natural purposeful gestures • calm facial expression
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Question 8

MULTIPLE CHOICE

Which peer comment is most useful?

A) It was fine.

B) I liked it.

C) Your main points were clear; pause after each one.

D) Make it completely different.
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Answer 8

C) YOUR MAIN POINTS WERE CLEAR; PAUSE AFTER EACH ONE.

It names a strength and gives a specific, achievable next step.
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Question 9

TRUE OR FALSE

Turn-taking and polite responses help a

presentation discussion run smoothly.
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Answer 9

TRUE

Shared interaction conventions help everyone

listen, contribute and respond respectfully.
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Question 10

SHORT ANSWER

Name the four voice features

a speaker can control.
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Answer 10

TONE • PACE • PITCH • VOLUME
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Well Done!
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