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English Level 2 – Planning a Speech
1 of 16 – Welcome
Welcome to this session on planning a speech.

In this session we will be covering:
· Structuring your speech
· Introduction
· Main body
· Conclusion
· Audio and visual aids
· Tips for using visual aids
· Principles of using audio and visual aids
2 of 16 – Structuring your speech
A good speech needs a good structure.

Just like an essay, a speech needs a beginning, middle and end.	

Your audience won’t be able to remember every single thing you say, but you need to make sure they remember your key message.

A useful way to do this is:
· Opening - tell them what you are going to tell them
· Main content - tell them
· Closing - tell them what you told them

This will help your audience to stay focused on your message.
3 of 16 – Introduction
In your introduction you should:
· Define your key terms (if needed)
· Give a general overview
· Provide a tentative conclusion, so your audience knows where the speech is going

Say something at the outset that will make them sit up and listen to you – because you are saying something interesting and you have an interesting way of saying it.
4 of 16 – Main body
There are different ways you can structure the main body of your speech.

Here are two possible structures:
1. The sandwich method
a. Present one important point
b. Illustrate it	
c. Draw a conclusion
d. Then present the second point in the same way etc.

2. The pile method
a. Present all your important points one after another
b. Illustrate
c. Draw a conclusion which is not identical to the final conclusion
5 of 16 – Conclusion
In your conclusion you should:
· Give a brief summary of your main points
· Remember your core message 	
· Ask questions the audience should think about
6 of 16 – Audio and visual aids
Audio and visual aids can be used to support your speech and make it more effective and easier to follow.

So why use audio and visual aids? 
· To increase attention
· To make information attractive
· To summarise
· To structure information	
· To provide continual reference for an audience
· To express ideas that cannot be given verbally
7 of 16 – Audio and visual aids
Your speech might be supported by audio and visual aids including: whiteboards, models, photographs, handouts, CDs, DVDs.

When selecting your audio or visual aid, think about:
· Is the audio or visual aid suitable for the type of speech?	
· How long will you need to show/use it?
· Consider colour, overall size, letter size, graphics and underlining a visual aid
· Consider length of extract if using music or video
8 of 16 – Audio and visual aids
When planning your speech to include audio or visual aids remember:
· Information should be brief
· Information should be simple
· Information should be organised
· Material should be varied where possible
· Material should be an organic part of your speech
· Any audio or visual clips should be brief
9 of 16 – Tips for using visual aids
Watch the following video to find out some top tips for using visual aids to support your speech. You may wish to take notes.
5 tips for using presentation aids

In the next section there will be a short task to test the knowledge you have gained from the video.

10 of 16 – Question 1
Using the following choice of words; Save, focusing, direct, visible, plan, time, reveal, wait and text, fill in the blanks in the paragraph below about the video you watched in the previous section:

Make sure your speech aid is blank to your audience and limit the amount of blank. Blank your audience to the visual aid you are blank on in your speech. Blank until you have started to discuss the visual aid before you blank it to your audience. You should blank your speech, including the time needed to show your visual aids. Blank your visual aids in several places and have a back up blank in place.

The paragraph should read as follows:

Make sure your speech aid is visible to your audience and limit the amount of text. Direct your audience to the visual aid you are focusing on in your speech. Wait until you have started to discuss the visual aid before you reveal it to your audience. You should time your speech, including the time needed to show your visual aids. Save your visual aids in several places and have a back up plan in place.
11 of 16 – Question 2
In which part of your speech should you define your key terms?
A. Introduction
B. Main body
C. Conclusion

The correct answer is A, introduction
12 of 16 – Question 3
Why might you wish to use visual aids in your speech? 

Choose all that apply.
A. To summarise
B. To structure information
C. To fill up time in your speech
D. To express ideas that cannot be given verbally
E. To make the audience think you know what you are talking about

The correct answers are A, B, and D, to summarise, to structure information, and to express ideas that cannot be given verbally.
13 of 16 – Question 4
Which of the following pieces of advice should you follow when planning your speech?
A. Give lots of complex information
B. Keep your information organised
C. Use long audio or visual clips to fill up your presentation

The correct answer is B, keep your information organised.
14 of 16 – Question 5
Which method of presenting information is shown below?
1. Present one important point
2. Illustrate it 
3. Draw a conclusion
4. Then present the second point in the same way etc.

The answer options are:
A. The sandwich method
B. The pile method

The correct answer is A, the sandwich method
15 of 16 – Question 6
Which of the following should you do in your conclusion? 

Choose all that apply.
A. Introduce new points
B. Remember your core message
C. Leave your audience with questions to think about

The correct answer is B and C, remember your core message and leave your audience with questions to think about.
16 of 16 – End
Well done. You have completed this session on planning a speech.
In this session we have covered:
· Structuring your speech
· Introduction
· Main body
· Conclusion	
· Audio and visual aids
· Principles of using audio and visual aids
· Tips for using visual aids

If you are unsure or have any questions about any of these topics, make a note and speak to your tutor for more help
