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	BEFORE THE SESSION

	PROGRAM BACKGROUND

Lions leaders are frequently called upon to speak at club and district events and at other occasions. This session will give the Lions leader a framework for preparing speeches and some guidelines for effective delivery.

Participants will be required to deliver a short speech on the last day of the institute and are expected to utilize the skills examined in this session in their preparation and delivery. The length of each speech is best determined by the number of participants and the time available. Time for speech preparation is included in the suggested institute schedule.
SESSION MATERIALS
PowerPoint Slides (Provided to you at the seminar.)

· Title Slide: Public Speaking

· Slide 1: Session Objectives
· Slide 2: Speech Outline
· Slide 3: Visual/Vocal/Verbal
· Slide 4: Visual
· Slide 5: Vocal & Verbal
· Slide 6: Session Objectives
Handouts

· Speech Evaluation Checklist (one per participant)

AUDIO VISUAL REQUIREMENTS

· Flipchart with markers

· Laptop computer with PowerPoint viewer



	METHOD ICONS
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	Presentation/Discussion


	Participant Centered Activity
	PowerPoint

Slide
	Flipchart or Poster
	Participant Manual or Handout
	


	SESSION TIMELINE (Suggested)

	Section
	Overview of Instruction
	Materials

	INTRODUCTION

(5:00)
	Presentation: Session Overview


	PowerPoint
Flipchart

	MODULE 1: The Speech Outline
(40:00)

	Presentation/Discussion: Components of an Outline

Activity: Preparing Your Outline
	PowerPoint
Participant Manual

	MODULE 2: Speech Tips & Techniques

(40:00)
	Presentation: Visual, Vocal, and Verbal Techniques

Activity: Public Speaking Skills 


	PowerPoint
Participant Manual

	CONCLUSION

(5:00)
	Presentation: Speech Criteria and Evaluation

Presentation: Session Summary
	PowerPoint
Handout: Speech Evaluation Checklist



	Total Time: 90:00


	INTRODUCTION

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

20 minutes
	
	

	5 minutes
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Slide 1

	PRESENTATION: Session Overview
Leader Note: Begin the session by reading the passage below.  The object of this opening is to demonstrate some bad speech habits and techniques including: speaking in a monotone voice, not pausing, not making eye contact, and shifting from side to side. You will also note that this passage has no opening or closing.

[image: image19.wmf]You may substitute another passage that you feel would be appropriate to your participants.

2. Ask:  “Before we look at our objectives for this session, are there any questions?” Responses may include that the information that was just shared was confusing or poorly presented.
3. Ask: “What could I have done to help you better understand my presentation?” Responses will vary but may include:
· Tell us what you were talking about in the beginning

· Look at the audience
· Add more inflection to your voice

· Stop moving around so much

Leader Note: You may choose to list the responses on a flipchart and return to them later in the session.
4. Explain to participants that the goal of this session isn’t to make them great public speakers, but it will provide them with some useful ways to improve their public speaking abilities.
5. Display Slide 1: Session Objectives
6. State:  At the end of this session, you will be able to:
· Create a speech outline that will provide organization to your speech and benefit both you and your audience
· Implement some techniques of effective delivery that will improve your speaking style
7. Inform participants that they will be asked to deliver a short speech on the last day of the institute, and that the things we discuss in this session should help them successfully plan and deliver that speech.

Leader Note: Inform participants how long each speech should be based on number of participants and length of time available.
8. Transition to the first module by saying that often speakers lose focus in their speeches, repeat things two or three times, or forget where they are in the speech. A speech outline is a useful tool that can remedy these problems.



	MODULE 1: The Speech Outline

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

40 minutes
	
	

	15 minutes
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	PRESENTATION/DISCUSSION:  Components of an Outline

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

2. Display Slide 2:  Speech Outline
3. Explain that not all speakers write out a full script for their speeches.  That is a personal choice; some speakers prefer to work from notes.  But everyone should prepare an outline first.

4. Ask:  “How many of you have prepared a speech or a presentation in the past by sitting down and just writing or typing the words you intended to speak?”  Some participants will probably indicate that they have done this in the past.
5. State that if you create an outline first you will find that you are more organized and focused and will be able to develop your speech in much less time and with fewer changes.

6. Explain that the outline contains three distinct parts:

· An opening, where you gain the audience’s attention and tell them “what you are going to say.”

· A body, where you “say it” by organizing your content into several main points and one or more supporting points for each.  

· A closing where you “tell them what you said” by summarizing the main points, tying it all together, and giving the audience something to think about or to do.

7. Refer participants to the explanation of the speech outline on page 1 of the Participant Manual, and state that we will now examine each of the three parts.
Opening

Leader Note: You may wish to provide an example of an opening where you implement each of the points mentioned in the Participant Manual.

8. Ask for a volunteer to provide an “attention getter” they might use.
9. Remind participants that establishing credibility is important for a speaker, so don’t be afraid to briefly explain your background and experience when you introduce yourself.
Body
10. Explain that the body of the speech is where you develop your main points and support them with facts, examples, and experiences.
11. Ask: “If I were to give a speech on making good use of my leisure time, what might be some of the main points I would address in the body of the speech?” Responses will vary, but may include:

· Volunteering 
· Hobbies

· Travel 

12. Ask: “Let’s say that one of our main points was that volunteering is an excellent way to use our leisure time.  How might we go about supporting that point?”  Responses will vary, but may include:

· It provides self-satisfaction

· It keeps you active

· It helps individuals and the community

13. State that, even though the speeches on the final day of the institute will be quite short, there still will be one or more points you will want to develop.

Closing

14. Explain that, although the closing is where you summarize what you said in the body, it is also the brief time you have to present a final message.  

· If your speech was to inform, remind the audience what they should have learned
· If your speech was to persuade, make sure the audience has the evidence they need to agree with your point of view
· If your speech was for a special occasion, remind the audience why this is a special occasion
15. Transition to the activity by informing the participants that they will now have time to begin working on a speech outline for the speech they will deliver later in the institute, and that they will have the opportunity to discuss and share the outline with a partner.


	25 minutes
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	ACTIVITY:  Preparing an Outline

1. Ask participants to work individually on the first part of this activity.

2. Refer participants to pages 2 and 3 in the Participant Manual.

3. Direct participants to take ten minutes to:

· Review the speech suggestions on page 2.  Select one topic for a speech they will deliver on the last day of the institute. (They may choose another topic of their own choice.)

· Use the worksheet on page 3 of the Participant Manual to develop a presentation outline for a speech about the topic 

4. Call time after ten minutes, but let the participants know that they should not be concerned if they have not finished the outline.

5. Instruct the participants to share their outlines with a partner and discuss the different parts of the outline. 

6. Debrief:

· Ask for volunteers to explain their opening

· Ask for volunteers to explain their main and supporting points

· Ask for volunteers to explain their closing

· Thank all volunteers for their input

7. Remind participants that if they created their outline for the speech they will deliver on the final day of the institute, part of their preparation is already complete.  They may however, finish or modify the outline as needed, or even change the topic if they choose to do so.

8. Transition to the next section by explaining that we will move from speech planning to a study of speech techniques. They may implement these techniques not only in their speeches here at the institute, but also in those that they will deliver in their Lions leadership roles.




	MODULE 2: 
Speech Tips and Techniques

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

40 minutes
	
	

	10 minutes
	
Slide 3

	PRESENTATION:  
Visual, Vocal and Verbal Techniques

1. Remind the participants of the short speech you gave at the beginning of this session. Emphasize that it was a combination of the words spoken and the way they were delivered that made the speech ineffective.

2. Display Slide 3: Visual, Vocal and Verbal
3. Explain that there are three distinct factors that impact the quality of public speaking:   

· Visual:  What the audience sees

· Vocal:  How the words are said

· Verbal:  The words that are spoken
4. State: “All three factors have to convey the same message for a speech to be believable. To illustrate this, I’m going to say the same sentence three different ways.”  

Instructor Note: Use the following cues to change your presentation style while saying the sentence: “I’m really excited to be here”.

· Read it in a monotonous voice without looking up.

· Read it in an excited voice without looking up.

· Read it in an excited voice while making eye contact with the participants.

5. Ask participants, “Which way was the most believable?”  
The desired answer is that the third was most believable when all three parts of the presentation conveyed the same message -- enthusiasm.

6. Ask: “How do you feel when you are listening to a presentation and the speaker is reading the speech to you speaking in a monotonous voice?”  Responses may include that people are bored, not interested, etc.

7. Explain that knowing these three factors is only valuable if you are able to apply them, and practice is the time when you can refine your visual and vocal skills while you review your content.

8. Transition to the activity by stating that we will now share some techniques for improving the visual and vocal parts of a speech.  We can apply them later when we actually deliver our speeches. 

	30 minutes
	
Slide 4
Slide 5



	ACTIVITY:  Public Speaking Skills

1. Display Slide 4:  Visual Parts of a Presentation

•  Eye Movement and Contact
•  Dress & Appearance

•  Body Movement

2. Review the Visual Parts of a Presentation slide to the participants. (They will be asked to present the parts in a few minutes so do not spend much time on them.)
3. Display Slide 5:  Vocal and Verbal Parts of a Presentation

· Voice Usage
· Language

4. Review the Vocal and Verbal Parts of a Presentation slide to the participants.  (They will be asked to present the parts in a few minutes so do not spend much time on them.)
5. Give the following instructions:  

· Form 5 small groups

· Assign each group one of the following parts:

a) Eye Movement and Contact (p. 4)
b) Voice Usage (p.5)
c) Body Movement (p.6)
d) Language (p.7)

e) Dress & Appearance (p. 8)
· Use your Participant Manual as a resource to gather more information about your part. There is a section on your group’s part on pages 4-8 in your Participant Manual.

· After 10 minutes, I will call time and each group will give a 2-3 minute report about their assigned topic

6. Call time after 10 minutes and have each group present its topic.  Limit each presentation to no more than 3 minutes.

7. Debrief each presentation as necessary.

8. Transition to the conclusion by asking if there are any questions about speech preparation or delivery skills.  


	CONCLUSION

	TIME
	METHOD
	CONTENT

	Total Time:

5 minutes
	
	

	3 minutes
	

	PRESENTATION: 
Speech Criteria and Evaluation
1. Distribute Handout 1: Evaluation Checklist
2. Explain the specifics of the speech as determined by faculty
· Time
· Order of delivery

· Who will evaluate
3. Review the evaluation checklist.
4. Remind participants that the checklist relates to each of the topics we discussed in this session.
5. Ask if there are any questions about the speeches or the evaluation process.
Leader Note: Time is provided at the end of Day 2 of this institute for participants to prepare the speeches that they will deliver on the final day.  

	2 minutes
	
Slide 6

	PRESENTATION: Session Summary

1. Display Slide 6: Session Objectives
2. Ask participants if we have met our objectives.
3. Conclude by encouraging participants to look at their speeches as an opportunity to practice their skills in a safe environment in front of friends.



	Appendix


· Speech Evaluation Checklist
Speech Evaluation Checklist

NAME OF

SPEAKER







Check the items that you observe.

Organization

Opening

 FORMCHECKBOX 
     Acknowledged audience
 FORMCHECKBOX 
     Identified self

 FORMCHECKBOX 
     Gained attention (examples, facts, story, question)
 FORMCHECKBOX 
     Stated topic and purpose

Body

 FORMCHECKBOX 
     Presented main points of topic
 FORMCHECKBOX 
     Provided supporting points to validate main points
Closing

 FORMCHECKBOX 
     Summarized main points

 FORMCHECKBOX 
     Restated or rephrased purpose

 FORMCHECKBOX 
     Provided something to remember, think about, or act upon

Visual, Vocal, Verbal

Eye Movement
 FORMCHECKBOX 
     Look around room at beginning

 FORMCHECKBOX 
     Begin by focusing on one individual

 FORMCHECKBOX 
     Hold eyes on one person when completing a thought

 FORMCHECKBOX 
     Move eyes to all parts of room during presentation


Voice Usage 
 FORMCHECKBOX 
     Vary tone to emphasize key words and phrases 

 FORMCHECKBOX 
     Pause frequently

 FORMCHECKBOX 
     Adjust volume to room size

 FORMCHECKBOX 
     Speak at appropriate rate 

Body Movement
 FORMCHECKBOX 
     Use hand gestures to emphasize key points 

 FORMCHECKBOX 
     Use hand/arm/body gestures to depict size or shape 

 FORMCHECKBOX 
     Balance stance throughout presentation

 FORMCHECKBOX 
     Complete gestures/ let hands return to sides between gestures


Language 

 FORMCHECKBOX 
     Speak at appropriate level for audience

 FORMCHECKBOX 
     Define terms that may not be understood

 FORMCHECKBOX 
     Avoid figures of presentation that may not be understood

 FORMCHECKBOX 
     Utilize proper style for audience (formal or casual)


	Slides
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Session Objectives








At the end of the session, participants will be able to: 


Prepare a speech outline


Implement techniques of effective speech delivery
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Park the vehicle on level ground and remove the hubcap. Turn the wrench counter-clockwise to loosen the lug nuts.  Loosen the lug nuts in a star pattern, first loosen one a few turns, and then loosen the one opposite. Work across the tire until all the lug nuts are loose and unscrewed slightly. Jack up the car.  Fully loosen the nuts and remove the tire. Lift the new tire into place.  Replace the lug nuts. Tighten them the same way you loosened them: Give each nut a few turns, first one then the one opposite working around the wheel in a star pattern. Tighten the lug nuts and then use the jack to lower the car. Remove the jack and fully tighten the lug nuts.  
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p. 1





p. 2-3
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p.4-8
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Handout
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