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INSTRUCTOR GUIDE

	BEFORE THE SESSION


PROGRAM BACKGROUND

Lions leaders are often called upon to speak at various occasions, such as club meetings, district events, or training seminars. Therefore, it is important to develop and practice the skills necessary to engage an audience and effectively communicate a message when giving a presentation. 

During this session, participants will learn how to prepare, develop, and deliver a presentation to audiences in a variety of settings. Interactive modules addressing several key skills will prepare participants to confidently embrace the art of public speaking.

Participants will be required to give a speech at the end of the Institute. While the session refers to the skills and strategies necessary for presentations, it is important to differentiate between a speech and presentation for participants. A presentation can be interactive and often includes visual aids, such as PowerPoint slides, flipcharts or whiteboards. A speech, which is a type of presentation, usually consists of one-way communication between the speaker and the audience, and may or may not include visual aids.  Prior to presenting this session, instructors should determine the format (prepared or impromptu), timing, and evaluation procedure. Explain these requirements to participants at the conclusion of the session. 

For your information, a copy of the Participant Manual follows this Instructor Guide.

SESSION MATERIALS

· PowerPoint slides 

· Slide 1: Public Speaking Illustration
· Slide 2: Session Objectives

· Slide 3: Step 1 – Preparation

· Slide 4: Guidelines for Topic Selection

· Slide 5: Identifying Your Audience and Occasion

· Slide 6: Defining Presentation Goals

· Slide 7: Examples of Presentation Goals

· Slide 8: Step 2 – Development 

· Slide 9: Adult Learning Statistic

· Slide 10: Presentation Components

· Slide 11: Step 3 – Delivery
· Slide 12: Types of Visual Aids

· Slide 13: Rules for Visual Aids

· Slide 14: Session Objectives

· Handout: Scenarios (see Appendix)

· Topic Cards for ‘Build Your Outline’ (see Appendix)

· Habit Cards (see Appendix) – 1 set

· Masking Tape (1 roll)

AUDIO VISUAL REQUIREMENTS

· Flipchart with markers

· Computer

· Projector with screen

	METHOD ICONS
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	Presentation/

Discussion


	Participant Centered Activity
	Slide
	Flipchart or Poster
	Participant Manual or Handout
	


	SESSION TIMELINE (Suggested)

	SECTION
	TIME
	METHOD
	MATERIALS

	Introduction
	5
	Presentation/Discussion: Session Objectives 
	Slide 1: Illustration
Slide 2: Session Objectives

	Module 1: Preparation
	40
	Presentation: How to Choose and Define a Topic

Presentation: Identifying the Audience and Occasion

Activity: Scenarios

Presentation/Discussion: Defining Presentation Goals
	Slide 3: Preparation
Slide 4: Guidelines for Topic Selection

Participant Manual 

Slide 5: Identifying Your Audience/Occasion

Handout: Scenarios
Slide 6: Defining Presentation Goals
Slide 7: Examples of Presentation Goals

Participant Manual 

	Module 2: Development
	30
	Presentation/Discussion: Why is Development Important? 

Presentation: Organizational Structure and Outlines

Activity: Build Your Outline

Presentation: Summary
	Slide 8: Development
Slide 9: Adult Learning Statistic
Slide 10: Components

Participant Manual 

Topic Cards 

	Module 3: Delivery
	40
	Presentation/Discussion: Enhancing a Presentation with Visual Aids
Presentation/Discussion: Other Methods to Enhance Delivery
Activity: Bad Habits
Presentation: Debrief
	Slide 11: Delivery
Slide 12: Types of Visual Aids
Slide 13: Rules for Visual Aids

Participant Manual 
Flipchart

Habit cards

	Conclusion
	5
	Presentation: Summary
	Slide 14: Session Objectives

	TOTAL TIME
	120 
	
	


	INTRODUCTION

	APPROX TIME
	METHOD
	CONTENT

	TOTAL TIME: 5  minutes
	
	

	5 minutes
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	PRESENTATION/DISCUSSION: Session Objectives  

Instructor Note: In this introduction to the session, you will be asked to share your own experience with giving a presentation. Prepare for this ahead of time in order to have an example ready to share with the participants. 

1. Welcome participants to the session. 
2. Ask: Who has been asked to give a presentation to a group of people? Raise your own hand and encourage others to do the same. 
3. Ask: Who gets nervous and anxious just thinking about giving a presentation to a group of people? Raise your own hand and encourage others to do the same.
4. Display Slide 1: Public Speaking Anxiety Illustration
5. Explain that even though many of us may be able to relate to this illustration, giving a presentation does not have to be a negative or nerve-wracking experience. In fact, with a little preparation and practice, anyone can be a confident, engaging and informative speaker. 

Lions leaders may be called upon to speak at various occasions, such as club meetings, district events, or training seminars. The presentation skills you are about to learn and practice will be invaluable throughout your career as a Lion.
6. Invite 3-4 participants to share their own experiences by facilitating a discussion. Questions may include: 
· What kinds of presentations have you already made as a Lion? 

· What makes a presentation a positive/negative experience? 

· In your own experience as an audience member, what qualities of a presentation or presenter have made you more enthusiastic to learn about the topic being presented? 

· How would you feel if I asked you to stand up and give a presentation right now? 

7. Display Slide 2: Session Objectives

             At the end of this session participants will be able

  to: 

· Prepare, develop and deliver an effective

                        presentation

· Implement strategies to enhance a presentation

· Recognize personal presentation challenges and  learn methods to correct them

Instructor Note: Inform participants that they will be required to make a short speech at the end of the Institute. 
It is important to differentiate between a speech and presentation for participants. A presentation can be interactive and often includes visual aids, such as PowerPoint slides, flipcharts or whiteboards. A speech, which is a type of presentation, usually consists of one-way communication between the speaker and the audience, and may or may not include visual aids. 
While the session refers to the skills and strategies necessary for presentations, much of what participants will learn in this session will help them prepare for the final speech.

8. Explain to participants that we will now begin to explore the key skills necessary to master the art of giving an effective presentation. Let’s start with the first step – Preparation. 


	Module 1: Preparation

	APPROX TIME
	METHOD
	CONTENT

	Total Time: 

40  minutes
	
	

	5  minutes
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	PRESENTATION: How to Choose and Define Your Presentation Topic
1. Display Slide 3: Preparation

2. Explain to participants that preparation is the foundation of a quality presentation. 
Use the following metaphor (or one that you find to be more culturally appropriate): “Would you go on a trip across the country without preparing in advance? Probably not – you might end up getting lost, wandering aimlessly, running out of food or gas, and not arriving at your destination.”

3. Explain that in order to begin preparation, we must start at the most basic level – what will the presentation be about? 
4.  Display Slide 4: Guidelines for Topic Selection 

5. Refer participants to page 1 in the Participant Manual

6. Explain the following guidelines to participants: 

Guidelines for Topic Selection

· Use what you know. Choose a topic about which you can speak confidently and knowledgeably. You should feel comfortable answering audience questions.  Ex: You have been the chairperson of your club’s annual park clean-up - a cause about which you are passionate - for the last 4 years.
If you find yourself in a situation where you are asked to speak on a topic that you do NOT choose, be sure to research the topic extensively until you feel comfortable with it.
· Find relevance to the audience/occasion. 

We will cover this topic more in depth in a few minutes, but be sure to choose a topic that will interest and engage your audience. The audience will usually ask themselves, “What’s in this presentation for me?” Ex: A group of new Lions might not find a presentation on how to submit a WMMR (Web Monthly Membership Report) very interesting or relevant to their current roles as new members. 
· Avoid topics that are: 

- broad and general

                     - complex and detailed

                     Ex: If you are a guest speaker at a club      

                     meeting, a presentation on all of the divisions 

                     and operations of LCI Headquarters may be 

                     too detailed for members – they may find it 

                     uninteresting or too complex. However, a 

                     presentation on a general overview of 

                    Headquarters with emphasis on the resources 

                    available to clubs may keep them engaged. 

7. Transition to the next section: “Now that we have our guidelines for choosing a topic, let’s take a look at how the audience and occasion can impact our preparation for a presentation.” 

	10  minutes
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	PRESENTATION: Identifying the Audience and Occasion
1. Display Slide 5: Identifying Your Audience and Occasion

2. Explain to participants that the next step in the preparation process is to identify the audience to whom you will be speaking. 

            It is important to note that individual audience 

            members may come into a presentation with their 

            own biases and past experiences. While you cannot 

            prepare a presentation that will interest and engage 

            everyone on every level, you can keep a few things 

            in mind that will help you to be the most prepared.

3. Refer participants back to page 1 in the Participant Manual.

4. Identifying the Audience

· Who are they? 

Who are the members of your audience? Lions? Non-Lions? New members? District governors? Research your audience right from the start. 

· What kind of experience and/or knowledge does your audience have?

Knowing this information will help you frame your presentation around the expectations of the audience. What do they know right now, and what do they want to learn from you? 

· Are there any age, gender, or cultural issues that you need to consider? 

This information can affect the words/expressions that you use, the visual aids you design, and the overall tone of your presentation. 

· Are there any language barriers among audience members? 

In our culturally diverse world, you never know when one or many of your audience members may not fluently speak the same language as you do. If this is the case, be prepared to provide extra explanations – both verbal and visual – if necessary. Also remember to avoid jargon and the usage of acronyms that are not commonly understood. 
5. Identifying the Occasion

· Is the occasion formal or informal? 

You are likely to prepare and deliver a different presentation to a local Lions club than you would for a large group at the district convention.  

· How long should the presentation be? 

As you are developing your presentation, keep the time allotment in mind. This will impact the key points you make, how much time you allow for questions, what visual aids you might use, etc. Not doing so is disrespectful to your audience, to your hosts (if you are a guest speaker), and to other speakers with whom you may be sharing the stage. 

· What resources are available to you? 

Find out the logistics of the room/facility where you will give your presentation in advance. Know whether or not you will have a podium, microphone, overhead projector, LCD projector and screen, etc.  

· What type of presentation are you expected to give? 

Are you giving a presentation at a new member recruitment night? Then the presentation should follow a persuasive theme to encourage potential Lions. Are you giving a presentation to club presidents on meeting management? Then your presentation will be more informative with an emphasis on interactive instruction.

6. Transition to the activity:  “Now that we are familiar with some criteria for identifying the audience and occasion, let’s put that knowledge into practice with a short activity.” 



	15 minutes 
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	ACTIVITY: Scenarios
1. Ask participants to form five equal groups

2. Give each group one of the five ‘Scenarios’ handouts. Each group will have a different scenario (see Appendix). 

3. Give participants the following directions: 

·   Take a few minutes to read your group’s scenario 
    carefully
·   Based on your understanding of the scenario,
              discuss with your small group the factors you 
              might need to consider when preparing to give a 
              presentation to the audience in the scenario. What  

              would you do in light of these factors? Note these 
              ideas in the space provided on the handout and be 
              prepared to discuss them with the group. 
Instructor note: Give participants about 5 minutes to go through the scenario and discuss their ideas. Then have each group share their scenario and ideas with the larger group. 

4. Debrief the activity with the following discussion questions (feel free to include some of your own): 

·  What difficulties/challenges did you encounter  

  while analyzing your scenario? 

·  Do you think it is possible to address every 

  consideration an audience member might bring to a 

  presentation? 

5. Summarize the activity by explaining that the purpose of this exercise is to encourage participants to look at presentation preparation from all perspectives, and to acknowledge the idea that not every audience is the same. Being able to recognize and adapt to the needs of the audience and guidelines of the occasion is an important part of the preparation process. 

	8 minutes
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	PRESENTATION/DISCUSSION: Defining Presentation Goals

1. Explain to participants that the final component of preparation for a presentation is defining the goals or objectives you wish to accomplish.
Go back to the metaphor of taking a trip across the country. Would you leave your house without a specific destination in mind? Probably not. Defining goals and objectives is a similar process.  

2. Display Slide 6: Defining Presentation Goals

3. Say, “Defining your goal(s) means defining a theme or vision that will provide you with a context for what you hope to accomplish during your presentation. Not only will it keep YOU on target with your presentation, but designing your presentation around your goals will help to ensure a presentation is free from irrelevant ideas, meaningless visual aids, and informational clutter – your main points will be clear and concise.”
Instructor note: Give some brief examples of presentation goals (examples below). Be sure to emphasize that you can only define your goals once you’ve selected a topic and identified your audience and occasion.

4. Say, “To help you think about presentation goals, start with this phrase: “At the end of my presentation, the audience will…” This phrase will help you focus on what you want the audience to take away from your presentation.” 

5. Display Slide 7: Examples of presentation goals 

At the end of the presentation, the audience will…

· …know the seven types of LCIF grants and the grant specifications

· …understand the structure of the organization at the international and district/club level

· …recognize the responsibilities of a club president
6. Transition to the Module 1 summary: “Whatever your goal, use it as your guide as you begin to build the rest of your presentation.” 

	2 minutes
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	PRESENTATION: Summary

1. Summarize the module by noting that during the preparation stage, you must accomplish 3 things: 

·  Choosing a topic

·  Identifying the audience and occasion

·  Defining presentation goals

2. Direct participants to turn to page 2 in the Participant Manual. This page is a worksheet that participants can use as they begin to prepare their speeches to be given at the end of the Institute. 

3. Transition to Module 2: “Now that we’ve explored the foundation of presentation skills, let’s take this information to the next step – Development.” 


	Module 2: Development

	APPROX. TIME
	METHOD
	CONTENT

	TOTAL TIME:

30 minutes
	
	

	3 minutes
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	PRESENTATION/DISCUSSION: Why is Development Important? 

1. Display Slide 8: Development
2. Begin the module by stating that participants will now discuss the second step of achieving a quality presentation – Development. 
3. Display Slide 9: Adult Learning Statistic

4. Ask participants to read the statistic on the slide in regards to adult learning and retention.
5. Explain that this statistic about listening and retention illustrates WHY development and organization are important parts of giving a presentation. Without developing ideas and organizing them into a meaningful way, it’s not likely you will accomplish your goal in a timely manner, and your audience will be disengaged and dissatisfied with your presentation. 

6. Explain to participants that we are now going to take a look at how to develop our presentation using a common organizational structure.



	10 minutes
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	PRESENTATION: Organizational Structure and Outlines
1. Begin by informing participants that there are many ways to organize a presentation, but today we’ll be covering how to use an outline as the organizational structure. 

2. Say, “Before we can learn how to use an outline, we first need to understand the basic components of a presentation.”

3. Display Slide 10: Components

4. Explain that there are three basic components to any presentation: Introduction, Body, Conclusion. 

5. Ask participants to turn to page 3 in the Participant Manual. 

6. Explain to the participants that they are looking at a basic outline for a presentation. Outlines not only assist in the basic organization of the presentation, but they are tools that help to develop your topic and ideas into detailed and engaging information for your audience. 

7. Review each section of the outline: 

· Introduction: The first component of a presentation is the introduction. There are two main purposes of an introduction: 

1. Get the audience’s attention. An example of an attention-getting opener might be to state a shocking statistic or humorous anecdote related to the topic of your presentation. (Ask participants for other attention-getting openers they might use in an introduction). 
2. State the purpose of the presentation. Your audience wants to know why they should listen to you, and may be asking themselves, “What’s in this presentation for me?”
· Body: The second component is the body – the core of your presentation. The body expresses the main points of your presentation in a logical way, ultimately accomplishing the objective/goal you defined during preparation. You should also include supporting points to substantiate each of your main ideas. 

· Conclusion: The final component of a presentation is the conclusion. The conclusion is your opportunity to: 

1. Summarize your main ideas

2. Restate your purpose

3. Thank the audience

4. Answer questions, if appropriate. 

8. Transition to the activity: Now let’s take a few minutes to review the structure and organization of a presentation. 

	17 minutes
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	ACTIVITY: Build Your Outline

1. Direct participants to form groups of 4. 

Instructor Note: participants will want to form groups around a table or other hard surface. 

2. Give each group a marker and piece of flipchart paper. 

3. Distribute a ‘Topic Card’ to each group (see Appendix). 
Instructor Note: Prior to the session cut apart the Topic Cards found in the Appendix. Blank cards are provided to generate more topics if necessary. 
4. Give participants the following directions: 

· Using the topic your group was given, build a

            basic outline using your knowledge of the 
            components of a presentation. You will 
            have approximately 8 minutes to complete the 
            outline. 

Instructor Note: the outline does not need to be complex and detailed – be sure to emphasize to participants that they only need to construct an outline with basic information for each component of the presentation.

5. Walk around the room as groups are working to assist them if necessary. 

6. Call time after 8 minutes. Ask 2-3 groups to present their outline to the larger group.

7. Explain to participants that the purpose of this activity was to simply review the components and structure of an outline so that as they plan for their speeches at the end of the Institute, they have a firm understanding of how to build and develop the content of their speech. 
8. State that though development and organization may sometimes seem tedious or time-consuming, it is a crucial step in making sure you accomplish the goal of your presentation. 

Transition to Module 3: Now that we’re prepared and organized, let’s move on to our final step in successfully creating a presentation: Delivery.


	Module 3: Delivery

	APPROX TIME
	METHOD
	CONTENT

	TOTAL TIME: 

40 minutes
	
	

	17 minutes
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Slide 13



	PRESENTATION/DISCUSSION:   Enhancing a Presentation with Visual Aids
1. Display Slide 11: Delivery

2. Explain that the third step in designing a presentation is ensuring effective delivery. 

3. Explain that using visual aids is the most common way to enhance a presentation. 
Instructor Note: Be sure to emphasize that any visual aid should always serve as a complement to your presentation, as a way to emphasize important points. A visual aid should never overpower your presentation. 

4. Display Slide 12: Types of Visual Aids

Instructor Note: These are the most common visual aids that are used – participants will have the opportunity to share other types of visual aids they may have experienced as a presenter or audience member. 

5. Explain that while there are a wide variety of visual aids that can be used, one must always take care to choose the aid that will be most appropriate and effective for the audience, the occasion, and the presentation itself. 

6. Direct participants to turn to page 4 in the Participant Manual. 

7. Ask: What might the advantages and disadvantages be when using each visual aid you see on the screen and in the table on page 4 of your Participant Manuals? 
Instructor Note: Encourage participants to take notes as the advantages and disadvantages as each visual aid is reviewed. 

· Example: 

· Overhead projector
- Advantage: the entire audience will be able to see the screen and information clearly. 
- Disadvantage: many facilities might not have the equipment be available.

8. Continue to review the advantages and disadvantages of each visual aid with input from the participants. Add other visual aids and note the advantages and disadvantages, as appropriate. 

9. Display Slide 13: Rules for Visual Aids

10. Refer participants to pages 5 and 6 in the Participant Manual. 

11. Explain each of the rules for visual aids. Feel free to provide your own additional examples for each rule. 

12. Refer participants to page 7 in the Participant Manual. 

13. Explain to participants that this checklist can be used as a resource to help them effectively utilize visual aids in their presentations. While visual aids are not a part of the speeches at the end of the Institute, there are sure to be occasions when participants can use visual aids to augment a presentation. 



	5 minutes
	


	PRESENTATION/DISCUSSION:  Other Methods to Enhance Delivery

1. Explain to participants that since we know how to enhance our presentation with visual aids, we will now examine the ways to perfect the delivery of the presentation. 

2. Ask: Other than visual aids, what elements of our personal presentation style should we be conscious of when giving a presentation? Record answers on flipchart.
Answers may include: 

· Voice usage/volume

· Eye contact

· Body movement (ex: tapping your foot, shifting 
  weight from one foot to the next, using hand 
  movements too often/not at all, etc.)

· Language

3. Explain to participants that the items they just mentioned can be classified as presentation ‘habits’. A habit can be defined as ‘an acquired behavior pattern regularly followed until it has become almost involuntary’. Everyone, even the most experienced presenters, have habits that appear in their presentations. 
4. Transition to the activity: “Some habits are good and can greatly enhance your delivery. Unfortunately, other habits can actually have a negative effect. We are now going to conduct a short activity that will highlight some of these undesirable presentation habits.” 



	15 minutes
	

	ACTIVITY: Bad Habits

Instructor Note: Prior to the session cut apart the Habit Cards found in the Appendix.
1. Introduce the activity and provide the following instructions:

· In this activity, a few volunteers will provide examples of how NOT to deliver a presentation
· When giving a presentation, the presenter’s body language, often unconscious, will determine how well the message is received by the audience
2. Ask for five or six volunteers for the activity.

3. Give each volunteer a Habit Card and continue with the instructions:
· This Habit Card should not be shown to anyone  

· In a moment you will each take turns to come up to the front of the room, and give a 30 second impromptu speech 

Instructor Note: Provide the following topic for participants: Give a 30 second speech about a service project that your club recently completed. 

· Emphasize the habit on your card during the speech
· Everyone will try to guess the habit you are emphasizing.  Please keep speaking until you hear the correct habit called out.  

· Stop your speech once the habit is correctly identified, or I call time (give a maximum 30 seconds to each participant)

Instructor Note: Demonstrate one of the habits such as “yelling.” Then ask, “What advice would you give me if I used this habit?” Seek answers such as: “Speak at an appropriate volume for the group and the room.”)

4. Ask the group if they have any questions, and begin the activity.

Instructor Note: To keep this activity moving you may wish to line up 1-2 participants at a time.  Participants should be at the podium for approximately 30 seconds.

5. Complete the activity once each volunteer has taken his or her turn or time has expired.

6. Reconvene the entire group and lead participants in a discussion using some of the following questions. 

· Which habits were the most distracting?

· Which habits were the hardest to detect?

· Which habits would be the hardest to eliminate from the speech?

· Which habits would be the easiest to eliminate from the speech?

· What insights did you gather from this exercise?

· What effect did your body language have on the quality of the speech?

· What other “bad” habits are common during speeches or presentations?


	3 minutes
	
	PRESENTATION: Debrief

1. Transition from the activity by challenging the participants not to use any of these bad habits, but to focus on utilizing only the habits that will enhance the delivery of their speeches at the end of the Institute.

2. Refer participants to page 8 of the Participant Manual.

3. Explain to participants that this is a checklist of good speaking habits, and should be used as a resource when practicing your delivery of a speech or presentation. Review each item briefly. 

4. Ask if there are any questions.

5. Transition to the conclusion of the session.



	CONCLUSION

	APPROX TIME
	METHOD
	CONTENT

	TOTAL TIME: 

5 minutes
	
	

	5 minutes
	
Slide 14


	PRESENTATION:  Summary

1. Summarize the three steps to achieving an effective presentation: 

Instructor Note: Alternatively, ask for volunteers to summarize each of the three steps. 

· Preparation

· Choose the topic, identify the audience and occasion, and define the goal of the presentation
· Development

· Develop the presentation by organizing the main ideas into an outline with a introduction, body, and conclusion
· Delivery
· Utilize a visual aid to enhance your presentation, if appropriate. Be conscious of your personal presentation habits and practice your presentation so that you are comfortable and polished when it comes time to deliver it. 

2. Display Slide 14:  Session Objectives

3. Ask: Did we meet the objectives? How would you feel if I asked you to give a presentation right now? 

4. Explain the guidelines for the speech that participants will give at the end of the Institute.

Instructor Note: Remind participants again of the difference between a speech and presentation, and that they will not be using visual aids for the final speech at the end of the Institute. 

5. Refer participants to page 9 in the Participant Manual to review a copy of the Speech Evaluation that will be used for the speeches at the end of the Institute

6. Conclude the session: “Hopefully, this session has taught you to prepare, develop, and deliver an effective presentation. If it hasn’t happened already, you will likely be asked to give a presentation sometime during your Lions career – maybe once, or maybe several times. View each opportunity as another step toward becoming an accomplished and effective speaker.”


	APPENDIX


· Handout: Scenarios 

· Scenario #1 – 5 copies

· Scenario #2 – 5 copies

· Scenario #3 – 5 copies

· Scenario #4 – 5 copies

· Scenario #5 – 5 copies

· Topic Cards – 1 set 

· Habit Cards  – 1 set

· Copy of Speech Evaluation
Scenarios

Directions: Carefully read the scenario below. With your group, discuss and take notes on what factors you will need to consider when designing your presentation. What actions will you need to take in your preparation to work with these factors? 

Scenario #1:  

A president at a club in your zone has asked you to come to his club during next week’s meeting to speak to members about diversity. The president has some concerns that his club members do not want to embrace diversity. You are told that the club is made up of all men, all of whom are over age 55. Most of the members of the club are long-time Lions. 

You are a well-known expert on the topic, and you have done diversity presentations at other clubs in your zone.  What factors will you need to consider when designing your presentation for THIS club? 

NOTES: 


Scenarios

Directions: Carefully read the scenario below. With your group, discuss and take notes on what factors you will need to consider when designing your presentation. What actions will you need to take in your preparation to work with these factors? 

Scenario #2

You are an active supporter of local college, and you are also a Lion. The president of your club has asked you to organize and give a presentation for students at the college who may be interested in forming a campus club. What an opportunity! The presentation will be next Saturday, and the district governor has suggested you organize a picnic on the campus grounds to attract more students to the presentation. 
When you have given presentations at your club in the past, you have used a PowerPoint presentation supplemented with handouts. What factors will you need to consider when designing your presentation for the picnic presentation? 

NOTES: 

Scenarios

Directions: Carefully read the scenario below. With your group, discuss and take notes on what factors you will need to consider when designing your presentation. What actions will you need to take in your preparation to work with these factors? 

Scenario #3

You have been asked by your club president to conduct a demonstration on how to use the Lions Learning Center on the LCI website. The president knows how valuable the Lions Learning Center is, and wants to encourage officers and other members to use it. However, the president knows that many of the club members have not embraced technology and are hesitant to use the website at all. 
As an expert on navigating the LCI website and a proponent of leadership development, you understand the importance of sharing this information with other members of the club. What factors will you need to consider when designing your presentation? 

NOTES: 

Scenarios

Directions: Carefully read the scenario below. With your group, discuss and take notes on what factors you will need to consider when designing your presentation. What actions will you need to take in your preparation to work with these factors? 

Scenario #4

As club president of your local Lions club, you are required to make an opening speech at the club’s yearly banquet, which honors members for their outstanding commitment to service. This is wonderful! You could talk for at least 45 minutes about the importance of service and the impact it has had on the community. 
But wait…the chairperson of the Banquet Committee just called to let you know that you only have 5 minutes to give your opening speech. But you have so much to talk about! What factors will you need to consider when designing your speech for the banquet?

NOTES: 

Scenarios

Directions: Carefully read the scenario below. With your group, discuss and take notes on what factors you will need to consider when designing your presentation. What actions will you need to take in your preparation to work with these factors?  

Scenario #5

You have been a Lion for several years, and are highly respected within your club and district. You’ve held many different leadership positions, including club treasurer, club president, and zone chairperson. You’ve always been a role model and mentor for members within your club and district, helping them to develop into quality Lions leaders. 
Recently, you’ve been asked to give a presentation about mentoring at the District Convention. This is an important topic to you because you’ve seen many people benefit from the knowledge of experienced Lions. 

You’ve been given 25 minutes for your presentation, and you know that the audience will consist of experienced Lions. What factors will you need to consider when designing your speech for the banquet?

NOTES: 

Build Your Outline - TOPIC CARDS

Distribute one Topic Card to each group

	Leadership development opportunities through Lions Clubs International



	The importance of supporting the Lions Clubs International Foundation

	An upcoming Lions service project in your area and why it is important



	The organizational structure of Lions Clubs International 



	The importance of new member orientation


	Topic: 


	Topic: 



	Topic: 




	HABIT CARDS (Cut apart prior to the session)

	Cross your arms
	Wring your hands nervously

	Stare at the wall
	Lean against furniture or walls

	Speak like a robot
	Play with your hair or clothing

	Use too loud of a voice (screaming)
	Turn back to audience

	Use too soft of a voice (whispering)
	Play with microphone cord

	Talk too fast
	Sway side to side

	Talk too slow
	Look bored by looking at a watch or a clock, or a window

	Pace back and forth around the stage
	Shuffle through your papers or books as you are speaking

	Use a gesture with every sentence
	Have your hands either in your pockets or behind your back

	Chew gum or a mint
	Sniff (as if you have a cold)

	Stare at one member in the audience
	Cough and clear your throat

	Have extremely long pauses between sentences, look-up and smile
	Tap your foot

	Use many fragmented words “Umm, well, like, you see, mmm”
	Grab the podium or table with both hands and don’t let go

	Jingle coins or keys in pocket
	Flex your arms

	Twirl glasses or a pen
	Rub your neck

	Have no facial expression or a frozen smile
	


SPEECH EVALUATION FORM

NAME OF

SPEAKER






TOPIC






Check the items that you feel describe the speaker and the speech.

THE SPEAKER:

_____ Well-prepared



   _____ Used clear and concise language 

_____ Used gestures appropriately                          _____ Spoke at appropriate rate/pace

_____ Observed time limit                                       _____ Maintained good eye contact with audience

_____ Used notes well

COMMENTS:

THE SPEECH:

_____ Topic defined/appropriate
                  _____ Clear, specific goal

_____ Well-organized
                                            _____ Supported topic with main points/supporting 

                                                                                               details
_____ Strong opening/introduction                           

 _____ Appropriate for audience/occasion

COMMENTS:

	SLIDES


· Slide 1: Public Speaking Illustration
· Slide 2: Session Objectives

· Slide 3: Step 1 – Preparation

· Slide 4: Guidelines for Topic Selection

· Slide 5: Identifying Your Audience and Occasion

· Slide 6: Defining Presentation Goals

· Slide 7: Examples of Presentation Goals

· Slide 8: Step 2 – Development 

· Slide 9: Adult Learning Statistic

· Slide 10: Presentation Components

· Slide 11: Step 3 – Delivery
· Slide 12: Types of Visual Aids

· Slide 13: Rules for Visual Aids

· Slide 14: Session Objectives
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