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Prepared Speaking 
 

    

Giving Instructions  

  

Giving instructions, or explaining how to do something, or go somewhere, is a very 
important skill. You are going to prepare a presentation and demonstration, which you 
will deliver to your class. Your presentation should provide clear, step by step, instruction 
on your topic. You are allowed to use items in your demonstration, in order to make your 
instructions clear.   

 

    

Topics you may choose from are (choose only one of the topics): 
 

1. How to wash your hands properly. 
    

2. How to use a face mask. 
    

It is important that you prepare what you are going to say and do properly: 
  Choose a topic. 

  Plan and write out what you are going to say and demonstrate. 

  Prepare cue cards that will help you during your presentation. 

  Practice your demonstration repeatedly, until you can perform it seamlessly. 

  Remember to bring the items that you want to use during the presentation, to school. 
    

Use the following checklist to check that you have prepared for your presentation: 
     

  I chose only one topic.  
     

  I researched my topic carefully to make sure that my presentation is accurate. 
     

  I have written out my complete speech on paper. 
     

  I have broken my demonstration up into simple steps. 
   

  I have prepared hand sized cue cards with reminder words (not my whole speech). 
   

  I have practiced my presentation by performing it to family members. 
   

  I have prepared my demonstration tools and equipment. 
   

  I know my words out of my head, and I do not need to read from my cue cards. 
   

  I know the steps of my demonstration very well. 
   

  My presentation has a clear introduction and ending. 
   

  I explain in clear and simple language so that my audience can understand. 
   

  I don’t ramble my words, and fumble with my equipment. 
   

  My presentation is informative and entertaining. 
   

  I speak without shouting, making noises or behaving too energetically. 
   

  I speak in a friendly tone and with confidence. 
   

  I make frequent eye contact with my audience. 
   

  I pronounce my words accurately and clearly. 
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 Display is cluttered and 
disorganized. 

 Equipment distracts from 
the presentation 
completely. 

 Did not bring the required 
equipment to present 
effectively. 

 Display is cluttered. 
 Equipment is somewhat 

distracting to the 
presentation. 

 Missing some required 
equipment. 

 Display is organized. 
 Display and use of 

equipment is attractive to 
the audience. 

 Use of equipment is 
functional without 
particular effort. 

 Display is well organized. 
 Equipment does not 

distract from the 
presentation. 

 Well-rehearsed 
presentation. 

 Display is exceptionally 
well organized so that the 
flow of the presentation 
looks professional. 

 Equipment is arranged and 
used without any hiccups. 

 Presentation is well timed 
with exceptional fluency. 
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 Student presents 
information out of order 

  It is unclear for the 
audience to understand. 

 Missing crucial information. 
 No cue cards, or cue cards 

hinder performance 
entirely. 

 Student presents some 
facts in order. 

 Audience struggles to 
follow the presentation. 

 Some distracting use of cue 
cards. 

 Missing some content. 

 Student delivers the 
absolute necessary facts in 
order. 

 Audience is able to 
understand the 
presentation. 

 Use of cue cards does not 
distract or enhance the 
presentation. 

 Student provides good and 
complete information, in 
order 

 The attention of the 
audience is kept 
throughout. 

 Cue cards enhanced the 
presentation. 

 Student a factually accurate 
presentation, in order. 

 Addresses all essential 
content in order, and adds 
extra information to 
entertain the audience. 

 Cue cards were hardly used 
as presentation was well 
rehearsed. 
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  Speaks in a monotone with 
little change in pace or 
voice inflection. 

 Barely audible volume. 

 Speaks with some change 
in pace or voice inflection. 

 Pronunciation needs 
attention. 

 Speaks too softly. 

 Speaks with change in pace 
or voice inflection. 

 Pronunciation satisfying. 
 Speaks loud without 

shouting. 

 Good change in pace or 
voice inflection. 

 Pronunciation very good. 
 Speaks loud and clear. 

 Changes voice tone to 
emphasize important 
content. 

 Pronunciation and volume 
are particularly good. 
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 Slouches, lacks enthusiasm. 
 Never makes eye contact 

with anyone. 
 Reads from cue cards. 

 Over active gesturing and 
bouncy behavior. 

 Sporadic eye contact. 
 Interruptive presentation. 

 Stands up straight, looks 
relaxed and confident for 
the most part. 

 Some eye contact.  
 Some hiccups during 

presentation delivery. 

 Stands up straight, looks 
relaxed and confident. 

 Frequently eye contact with 
most people in the room. 

 Good flow with minimum 
interruptions. 

 Presents relaxed and 
confidently. 

 Excellent eye contact with 
everyone in the room. 

 Presentation flows 
flawlessly. 

Total: 20 Marks  

 


