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LINC 6 CLB Competencies and Essential Skills

The activities in this section represent a sample of possible activities that can build language proficiency 

when giving presentations. You can supplement these activities with a range of materials from other sources.

Below are the CLB competencies, Essential Skills and specific language skills that are addressed in these activities. 

The activities in this section focus on the following language skills: 

• Researching a topic

• Organizing ideas and making an outline

• Preparing the introduction, body and conclusion of a presentation

• Delivering a presentation

• Making comparisons and describing a process 

E
S

These activities can help to develop the following Essential Skills:

• Oral Communication

• Computer Use

C
LB

Preparing presentations:

� CLB 6–IV: Access/locate/compare two or three pieces of information in an electronic reference source.

� CLB 6–IV: Show comprehension of a one-page, moderately complex descriptive/narrative text on a

familiar topic. 

� CLB 6–IV: Identify factual details and some inferred meanings in moderately complex texts containing

advice, requests, or specifications.

� CLB 6–II: Take notes from an oral presentation or a page of written information.

Delivering presentations:

� CLB 7–IV: Give a summary/report of the main points of a presentation by someone else.

� CLB 7–IV: Tell a story, including a future scenario.

� CLB 7–IV: Describe, compare and contrast in detail two events, jobs or procedures.

� CLB 7–IV: Describe a moderately complex process. 

Listening to presentations:

� CLB 7-IV: Demonstrate comprehension of mostly factual details and some inferred meaning in an

extended description, report or narration when events (or stages) are reported out of sequence.

� CLB 7-IV: Identify rhetorical signals of chronological order, comparison and contrast, and cause and

effect in the discourse.
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Introduction to Presentations

1 In small groups, discuss the questions below.

1. In many Canadian elementary and secondary schools, it is common for schoolchildren to give
presentations. Students give presentations even in Grade 1! In your opinion, what are the benefits
of learning and practising presentation skills so early?

2. What elements do you think make a presentation effective? Think about the presentations that you
have given or listened to and give examples.

3. What are the qualities of a good presenter? How can presentation delivery help to keep or lose an
audience’s interest? Give examples.

4. What aspects of giving presentations (e.g., planning, researching, delivering) are the most
challenging for you? Why?

source: www.businesscartoons.co.uk/shop

Culture Note

Having a good rapport with your audience is a key ingredient of a successful presentation. If you show your audience
that you value their perspective, recognize their expertise and speak to their interests, they will reciprocate with
their attention and respect. You can build good rapport with your listeners by introducing yourself, establishing eye
contact, and speaking to the audience, rather than at them. One way to establish a personal connection with the
audience is to use “I,” “you,” and “we” when appropriate. 
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Styles of Presentations

1 Read the scenarios below. Imagine you are giving each presentation and determine:

1. The purpose of the presentation (e.g., to persuade, report, teach, compare, demonstrate)

2. The audience (e.g., small/large group, colleagues, trainees, clients)

3. The most suitable style (e.g., formal, informal, interactive, demonstration)

4. The most suitable venue (e.g., a room with round tables, an auditorium, a conference facility 
with a dining room)

5. The ways to enhance your delivery (e.g., using PowerPoint, writing points on the board, using
posters and illustrations, giving a demonstration)

�

Situation 1

You are having visitors to the small business you own in the hope of gaining new customers. You want to
give a presentation about the history of the company, the main products you offer, your major achievements
and client testimonials. You also want to present some financial incentives to becoming a customer.

Situation 2

You have written a report comparing two potential suppliers for the company you are working at. 
You have been asked to present the report with recommendations during a management meeting.

Situation 3

You are a health and safety officer in a community agency. You have been asked to give a presentation
on emergency and first aid procedures to all new staff.

Situation 4

You are an ISAP (Immigration Settlement and Adaptation Program) counselor in a LINC centre. 
You are going to give a presentation on job search strategies to LINC learners.

Situation 5

You are a student in a college program. As part of your assignment, you need to present a research
paper you have written.

Situation 6

You are a member of a community group. You need to present a neighbourhood issue (such as a request
for street parking) to a city councilor.
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Preparing a Presentation

Preparing a presentation involves considering the following elements:

• The audience: 

Consider what the listeners already know about the subject and what they need to know. 
For example, if you are presenting a status report to co-workers, you may not need to include background
information; however, if you present the report to an unfamiliar audience, you may need to broaden your 
topic, include background information, and consider your use of professional jargon. 

• The purpose: 

Having a clear purpose for your presentation will help you organize the information accordingly and stay on
track. Your presentation can be to inform, to train, persuade, sell, demonstrate, teach, etc. The purpose of your
presentation should be clear to your audience.

• The length and style:

Depending on its purpose and the audience, a presentation can be delivered in various styles: as a formal
lecture, a demonstration, an interactive workshop, or an informal talk. The presentation style you choose will
depend on the topic, the audience and your personality. For example, when speaking to your classmates, you
will probably choose an informal style; whereas when speaking at a professional conference 
to an audience of 50 people, you may deliver a formal presentation.

• Use of visual aids: 

Visual aids such as diagrams, tables, illustrations or realia can be used to enhance your presentation and
support what you are saying. You can also consider the use of PowerPoint to deliver your presentation. When
preparing visuals for your presentation, make sure they have a clear purpose and are appropriate for your
audience (i.e. they can be easily seen and understood).

1 Audio 5.9: Listen to a radio show guest talking about the process of preparing an oral presentation.
Number the items below in the order the speaker talks about them.

Determine the kind of information you will need and possible resources

Gather and organize the information

Assess your audience

1 Understand the purpose and choose a topic

Determine the style of your presentation

Prepare an outline

Review and revise your presentation

Prepare visual aids and/or develop PowerPoint slides

Develop the content of your presentation (write the script and cue cards)

Rehearse and practise your speech with technology and visuals
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Preparing a Presentation (Cont.)

2 You are going to prepare a presentation. The following questions can guide you in developing 
the content of the presentation. Select a topic that you would like to talk about. Answer the
questions below. 

a) What is the topic and the purpose of your presentation?

b) What does your audience already know about this topic?

c) What do you think your audience may need/want to know about this topic?

d) What do you already know about this topic?

e) What do you need to research?

f) Conduct research. How many resources/sites did you select to use? List them; this could be 
your bibliography.

g) What information will you include in your presentation? Use listing or clustering to organize 
your ideas.
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Preparing an Outline

An outline can make preparing and delivering your presentation easier. A well-prepared outline will help you
organize your ideas, stay focused on the topic and keep you on track while presenting.

To develop an outline, you can follow these steps:

• gather enough information

• define the main points of your presentation

• identify subtopics for each main point

• list supporting details for each subtopic

• make sure that each supporting point/detail contains one idea

• ensure that supporting parallel points have the same level of importance

1 Read the following two presentation outlines. Answer the questions below.

1. What is the purpose of each presentation?

2. Choose one outline. How would you deliver a presentation based on this outline? Decide on the
following elements:

• your possible audience

• the most suitable style of delivery (with possible visual aids)

• a possible venue/setting

• the length of the presentation

2 Select a possible topic for your presentation and prepare an outline. In small groups, take turns
sharing your outlines. Provide feedback to your classmates on the effectiveness of their outline.

Outline 2

Introduction: What is volunteering? How do you
become a volunteer?

Body: What steps do you take?

1. decide on type of volunteering

2. decide on a place

3. search the database

4. complete and submit an application

5. attend an interview

6. undergo a police check

Conclusion: How will your volunteer work
benefit the community? Yourself? Discussion
with audience.

Outline 1

Introduction: What is stress?

Body: 

1. Causes of stress: personal reasons (moving,
loss of job); no coping mechanisms

2. Symptoms of stress: physical: insomnia,
overeating, fatigue; mental/emotional: tense,
moody, sad

3. Ways to cope with stress: physical: 
exercise, eating habits, quitting addictions;
emotional: friends, positive outlook. 

Conclusion and questions from audience
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Making Comparisons

You may be required to give a presentation that will be based on making comparisons. For example, in the
workplace you may be asked to compare suppliers or contractors and report your findings to management, discuss
possible solutions to a problem, or contrast two products/services and their benefits. In academic situations, you
may need to compare or contrast political or historical figures, authors, places or timelines.

When preparing a comparison presentation, you need to decide on the items that you will compare and the order in
which you will discuss them. One useful strategy for doing this is preparing a comparison table listing the possible
items to compare. 

1 Audio 5.10: Listen to a presentation comparing two Canadian provinces. Take notes in point form
using the comparison table below. Compare your notes with those of a partner.

2 Discuss how the information was organized in this presentation. 

1. Do you think it was easy to follow? Why? 

2. In what other ways could you present the information? Give examples in point form.

Saskatchewan Alberta

Population

Climate

Natural resources 
and economy
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Making Comparisons (Cont.)

3 Listen to the presentation again and write down the words or expressions related to making
comparisons. Brainstorm and add other words/expressions for each category.

4� Select a topic for a comparison presentation from the list below or use your own topic. 
Think about possible items you could compare and list them. Research your topic and create 
a comparison table.

Possible presentation topics:

• Compare two companies from the same field (e.g., two companies in your professional field, two
department stores, two banks, two Internet providers)

• Compare two Canadian provinces or cities, or compare Canada to another country

• Compare two energy sources (e.g., nuclear vs. wind)

• Compare two people (e.g., historical figures, authors)

• Compare two sports (e.g., hockey and soccer)

5 Using the comparison table you just developed, write an outline for your presentation and 
prepare your talk. Use words and expressions specific to making comparisons. In small groups,
take turns presenting to each other. Give feedback to your classmates on the organization of their
presentation and on how they expressed similarities and differences. Your presentation should be
no longer than 10 minutes.

List the words or phrases you hear Add your own

Words used at the
beginning of a sentence
to signal a comparison:

Words expressing
difference:

Words expressing
similarity:

L INC  6 Chapter 5 | Managing Information | Presentations 143



Describing a Process

When describing a process, you need to clearly explain a sequence or steps in a procedure. Also, you often need 
to describe possible causes and consequences/results. To express these ideas, you can use a number of transitions
and conjunctions. Here are some examples.

To show a sequence/time relation:

first, firstly, to start/begin with 

next, then, after this, second, secondly, third(ly) 

at the same time, meanwhile, concurrently

up to now, in the end, in sum, finally

To show a cause and effect relation:

because, because of this, for this reason, in this case, due to

as a result, therefore, in consequence, hence, to this end, in this case, thanks to, owing to

1 Choose one of the topics below. Conduct Internet research on this process, if necessary. 
Determine the main steps of the process and create a list or a flow chart. Describe the process 
in a presentation, using the expressions from the box above. Your presentation should be no 
longer than 10 minutes.

Possible presentation topics:

• Getting international professional credentials assessed

• The hiring process in a large company

• Obtaining an Ontario driver’s licence (class G)

• Preparing for a presentation

• Performing a task, e.g. changing a tire, setting up a Facebook account, buying a house, etc.

144 Chapter 5 | Managing Information | Presentations L INC  6



Using Visuals

Visual aids are often used to enhance oral presentations. Visual aids that are attractive and appropriate for the
topic help the audience understand and remember the information being presented. 

Examples of visuals commonly used in presentations are graphs, charts, handouts, a posted agenda, pictures and
physical objects (realia). To present visuals, you can use white or black boards, flip charts, posters, online image
galleries, audio or video clips, and PowerPoint slides. 

When including visual aids in your presentation, it is important to signal to the audience that you are referring to 
a specific handout, poster, PowerPoint slide or overhead transparency. You can use the following expressions to 
do this:

Let’s have a look at this … (chart, table, diagram)

I’d like you to look at this …

The following … illustrates what I have just been saying.

I’d like to draw your attention to …

Once the listeners are focused on the visual, you should explain briefly what it represents, describe the main points
that support your argument, and offer conclusions. To do this, you can use the following expressions:

This graph/chart/table represents … demonstrates … shows … illustrates …

The horizontal/vertical axis represents …

The first column (of the table) represents …

If you look closely you will see …

Please note how this … does this 

1 Audio 5.11: Listen to a talk about using visual aids during presentations and answer the 
questions below.

1. What are the advantages of using visuals during a presentation?

2. What are common mistakes presenters make when using visuals in presentations?

3. What can a presenter do to make the visuals effective?

4. What examples of effective visuals does Melanie give?
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Using Visuals (Cont.)

2 Read the list of sample presentations and suggest what kinds of visual aids would be most
effective for each presentation. Explain your choices.

3 Audio 5.12: Listen to two speakers describing the same visual aid below and decide which
description is better. Explain why.

4� Find the Statistics Canada home page. In the site search box, enter Canada at a Glance. This
publication includes a variety of tables and charts that illustrate recent Canadian statistics. Print
one table or chart that interests you. Refer to it as you describe it to the class (e.g., its elements,
conclusions you draw from the data).

Communication track Leadership track

Competent Communicator Competent Leader 

Advanced Communicator Bronze
Competent Leader Bronze

Advanced Communicator Silver

Competent Leader Silver
Advanced Communicator Gold

New Member

Competent Communicator

�

�� ��

�

�

�

�

�

�

PRESENTATION SAMPLE VISUAL AIDS

a presentation comparing two Canadian cities

a presentation on how to start your own business
in Ontario

a talk on preparing résumés

a presentation of a project timeline during 
the meeting

a presentation about immigration trends in Canada

a presentation about first aid and accident
prevention in the workplace
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Body Language

Body language is an integral part of presentation delivery. It can help reinforce your message, create a rapport with
your audience, and keep listeners attentive throughout your presentation. 

The key elements of body language used during presentations are: eye contact to maintain rapport with the
audience, gestures to convey emphasis and help listeners focus, and posture to convey confidence, engagement
and control of the situation.

1 Watch any three speakers deliver a presentation (e.g., a guest speaker, Internet or televised
speech, classmates). Pay attention to their use of body language (gestures, posture, walking
around, eye contact, voice) and the way they maintain their audience’s attention. Use the table
below to take notes. Then discuss the questions below.

1. How does each speaker address the audience? How often does he/she do it?

2. What does the speaker do to draw/maintain the audience’s attention?

3. How would you describe the style of each speaker? (e.g., informal, conversational, boring,
animated, dynamic, etc.)

4. What are the main characteristics of each presenter’s style (e.g., walks around and talks, another
uses gestures a lot, uses facial expressions)?

5. How effectively does each speaker use his/her voice (e.g., rate, volume)?

6. Which speaker do you find most engaging? Why?

2� Search the Internet for articles on using body language in presentations. Take notes on the most
important information and share with the class.

3 Based on the presentations you have seen and the research you have conducted, prepare a 
list of tips on the use of body language during a presentation. Compare your tips with those 
of your classmates.

ELEMENTS OF PRESENTATION SPEAKER 1 SPEAKER 2 SPEAKER 3

Addressing audience

Gestures, posture and eye contact 

Voice

Overall style
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Listening to Presentations: Note Taking

When listening to a presentation, you may need to take notes for your own use (to remember) or to pass the
information on to others. The following note-taking strategies can help you in recording the most important
information and relevant details in a presentation:

• Use telegraphic language: omit prepositions, articles, and other unimportant words.

• Use point form: this way you can record the structure of the presentation, providing you with the “big picture”. 

• Listen for phrases used to introduce a new topic or concept.

• Listen for transitions to indicate the connections between ideas.

• Listen for pauses and emphasis – these are signals that key information is to follow.

• Review your notes while you still remember what the speaker has said.

1 Audio 5.13: Listen to a presentation about Toastmasters and take notes. Review your notes and
compare them to those of a classmate. Discuss differences and explain why you chose the points
you noted. Listen to the recording again and revise your notes if necessary.

2 Listen to the presentation again. Refer to your notes to answer the following questions.

1. How does the speaker attract his listeners’ attention at the beginning of his talk?

2. How many parts does the presentation have? Refer to your notes to determine the main parts.

3. What are five interesting things about Toastmasters that you heard in the presentation?

4. Focus on one part of the presentation and summarize what the presenter said using your notes.

5. What are your overall impressions of the presentation? Did you find it useful/boring/
well-organized/hard to follow, etc.? Why?

3 Using your notes, write an email message to a classmate or friend reporting what the presentation
was about.
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Grammar in Context: Adjective Clauses

Adjective clauses are often used in sentences describing things or people, or when referring to additional
information about them. Adjective clauses are introduced by the pronouns who, whom, whose, which, or that, or by
when and where. 

Defining adjective clauses are used to distinguish one person or thing from another. For example:

Pictures and charts that are used during a presentation are called visual aids.
The person who will now give a presentation is Tom Jalon.

Non-defining adjective clauses are used to add extra information about a person or thing. Non-defining clauses are
enclosed by commas and are pronounced with pauses before and after them. For example:

Tom Jalon, whose presentation I attended yesterday, is an excellent speaker. 
His lecture, which you can also download from his website, was very informative.

1 Read the sentences below. Combine them into complex sentences with adjective clauses using
correct punctuation. Exchange your sentences with a classmate. Identify which sentences include
defining and non-defining clauses. Read them out loud using correct intonation and pausing.

1. I am going to describe some categories. These categories have been used to classify occupations
according to skills areas.

2. Yesterday I attended a presentation about Canadian culture. It was very interesting.

3. Linda was the presenter at the conference. Linda is an expert on teenage behavioral problems.

4. The flowchart on the right demonstrates the hiring process. I will explain it (the flowchart) 
right now.

5. The listeners were very attentive. The listeners were mostly women.

6. I will also address your questions. You can ask your questions during my presentation.

7. The talk about various energy sources was very interesting. I attended it yesterday.

8. Please complete a feedback form. I gave you the form at the beginning of the presentation.

9. And now let’s move on to the next point of my talk. The point is going to be a conclusion.

10. The table shows immigration data over the last 10 years. You can also find the table in your
handouts.

2 You need to introduce your classmate to the class before he/she delivers a presentation. Interview
your classmate to elicit the information you will need. Write a paragraph describing him/her using
adjective clauses. Make your introduction to another pair of learners.
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Presentations: Putting It in Practice

1 Prepare and give a presentation on a topic of your choice. Include information that you have
researched and your own experience/knowledge. 

When preparing the presentation, be sure to develop a plan (outline) and visuals. You can also prepare
handouts for your classmates.

Your presentation should be at least 10 minutes long and have an introduction, body with main points
and supporting details, and conclusion. 

Your classmates can evaluate your presentation using a feedback form (activity 2).

After a presentation, it is common for a speaker to give an evaluation form to the audience so they can comment
on the content and delivery of the presentation. The speaker can use the listeners’ feedback to improve his/her
presentation skills.

2 In small groups or in pairs, discuss what kind of feedback you want to receive from the audience
about your presentation (e.g., how interesting it was, if the length and pace were appropriate).
Make a list of the elements you want listeners to comment on and decide how they would rate
those elements. Then develop a feedback form and exchange it with a classmate for peer
correction. Edit your form and prepare enough copies for all your classmates to use during 
or after your presentation.

� Search the Internet for sample presentation feedback forms.

Possible search term: presentation feedback form
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This section includes activities that can help learners develop the skills and background knowledge they need
to prepare and deliver effective presentations. These skills include: identifying and selecting the purpose and
appropriate style of the presentation; researching the topic; developing the structure and writing an outline;
preparing the content; using visuals; and delivering the presentation. Presentations appropriate for LINC 6
learners are descriptive or narrative in nature. For example, a presentation could relate an event, describe a
moderately complex process, compare and contrast two events, jobs, procedures, places, etc.

The activities that follow have been guided by the CLB performance conditions related to LINC 6. To develop
your own activities, consider the following performance conditions relevant to presentations:

Performance Conditions

Giving presentations:

• Presentations are up to 10 minutes long and can be informal or semiformal

• They are on familiar, concrete topics that may require some research

• Visuals are used

Listening to presentations:

• Presentations are informal with the use of visuals and 10 to 15 minutes long on familiar topics

• Speech is clear, at a normal rate

The Putting It in Practice task at the end of this section allows learners to demonstrate their knowledge and
skills in preparing and delivering presentations. It can be used for formative assessment of learner progress.
Also, the activities that focus on preparing specific types of presentations (comparison, process) can be extended
and used for formative assessment after ample practice in the classroom.

You can use all or some of the activities in the order they are presented, or choose the activities that are of
interest to the learners you teach. For more ideas on possible skills and language functions related to
Presentations, see the LINC 5–7 Curriculum Guidelines, Unit 15.

� p. 137 | Introduction to Presentations

Introduces the content of the chapter

1 Have learners discuss the questions as a class. The answers can guide you in determining what aspects of
delivering presentations learners may need to focus on. Learners can explore the information included in
the Culture Note through further research.

� p. 138 | Styles of Presentations

Introduces various purposes and styles of presentations

1 Assign situations randomly and have learners work on them in pairs or individually. Ask learners to present
their scenarios to the class; discuss alternatives.
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� p. 139 | Preparing a Presentation

Provides information about the process of preparing a presentation

1 Have learners listen to the interview twice (or more if needed).

Audio 5.9: Transcript

Radio talk show interview

Raj: Hello everyone. This is College Radio live. Today I’ve invited Norma, a graduate student working in the campus
tutoring centre, to join us. Norma, tell me, what do you do at the centre?

Norma: Well, we usually help people out with their assignments – typically essays or research papers. We do editing,
proofreading and so on. But this year we’ve started a series of workshops on giving presentations and it’s been a
great hit!

Raj: Really, how come?

Norma: Oh, well, everybody needs to know how to prepare and deliver a good presentation it’s something students
are expected do in many of the classes here.

Raj: So tell us, what do you teach people in these workshops?

Norma: We mostly focus on teaching people practical things. We give them tips and ideas, then send them away
and hope that they use them in their presentations.

Raj: So, can you tell our listeners what it takes to prepare a presentation?

Norma: Sure. To start with, it’s important to consider why you’re giving the presentation. What’s the purpose?
What is expected of you? Who is your audience? Here at the college, it really depends on the course or the style
of your professor. Then, you need to narrow down your topic and decide what to focus on. Once you’ve done that,
you can start your research.

Raj: Oh, research, that sounds difficult. How do you approach that? There is so much information out there,
I wouldn’t even know where to start …

Norma: Oh, yeah, but remember, you have narrowed down your topic, so you know more or less what kind of information
you need and you can review the resources. I am thinking mostly of the Internet here. Also, think about the style
you want for your presentation – is it going to be a slide show? A talk? A demonstration? And once you do that, you
can pull your researched information together and give it some shape. I mean, think about how you would organize
it or give it some structure. That structure is like the skeleton – it’s going to support all the parts of the presentation,
so it is really important to make it solid. That is, in short, how you come to creating your outline.

Raj: Norma, you’ve just made it sound sooo easy. So, let’s say I’ve got my outline – I still don’t know exactly what
to say.

Norma: Right, that’s the hard part – you need to develop the content of your presentation. So, you can do it in a
few different ways. My preference is to write out everything I want to say. Some people even like to write the whole
script, with an introduction, sometimes anecdotes, questions to ask, all that stuff. Whatever works for you! Some
people like to prepare speaking notes or cue cards.

Raj: What would someone write on their cue cards?

Norma: Oh, you could just copy the items from the outline and add supporting details. When I make cue cards,
I usually add things I might forget, like numbers, names, whatever. And I number my cards. Once I had all my
cards in the right order and then by accident I dropped them and that just threw me off completely. I couldn’t
put them back the way they’d been. It made me so nervous, I still remember it.

Raj: Ok, so let’s say I’ve written it all out. Does that mean I’m done?

Norma: Oh, no! But pretty close to the end … You need to decide what kinds of visuals to use, when to use
them, how to describe them and so on. You need to be selective and make sure you don’t choose too many. You
may also want to prepare PowerPoint slides, if you haven’t done the outline using this software.
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Audio 5.9: Transcript (continued)

Raj: What do you mean by creating the outline using PowerPoint?

Norma: Actually, PowerPoint is really easy to use and it covers all aspects of organizing a presentation, like making
an outline, creating cue cards or notes, creating slides, charts, graphs and handouts for the audience.

Raj: That’s good to know. So, is this the end of my work?

Norma: No, wait, you need to review your presentation, read it over, edit it, and then practise, practise, practise.

Raj: Right, it’s so obvious that I didn’t even think of it.

Norma: This way you can time yourself, see what you can skip or what you need to add, work on your body language,
voice, rate of speech. All these elements are as important as the content.

Raj: Norma, thank you so much for joining us today and giving us all this useful information.

Norma: You’re welcome. I hope your listeners will use our services at the centre.

Raj: Hope so, too. Great having you. Bye.

Answers

3 Determine the kind of information you will need and possible resources

4 Gather and organize information

2 Assess your audience

1 Understand the purpose and choose the topic

5 Determine the style of your presentation

6 Prepare an outline

9 Review and revise your presentation

8 Prepare visual aids and/or develop PowerPoint slides

7 Develop the contents of your presentation (write the script and cue cards)

10 Rehearse and practise your speech with technology and visuals

2 This activity can be done in the computer lab or assigned as an independent task to do at home.

� p. 141 | Preparing an Outline

Provides information and practice developing an outline for a presentation

1 Have learners consider the two sample outlines and answer the questions. For question 2, learners can
describe their possible presentation (based on the selected outline) to the class. Classmates can offer feedback.

Possible Answers

1. The first outline is for an informational presentation to describe stress.

The second outline is for a presentation describing the process of becoming a volunteer. 

Extend the Activity: Learners can post their outlines on the class wiki. Learners can research information
on preparing an outline and share with the class.
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� p. 142 | Making Comparisons

Provides an opportunity to listen to a presentation that compares two or more things, and to practise making comparisons

1 Have learners listen to the presentation twice (or more if needed). Ask them to take notes on the key
details using the comparison chart. They can use abbreviated language when taking notes. For more
information on note taking during a presentation, see the note-taking activity (Presentations LINC 6).
Then have them compare their notes with a partner. In a class discussion, elicit challenges of taking notes,
the helpfulness of using a chart, and other note-taking strategies.

Audio 5.10: Transcript

Student presentation comparing two provinces

Hello everyone, and welcome to my presentation about two Canadian provinces: Alberta and Saskatchewan.
You may wonder, why these two provinces? Well, both of them are Prairie Provinces; they have a lot in common
because of their geographical location, yet there are also many differences between them. So, that’s what I’ll tell
you about today. I’ll compare different features of Alberta and Saskatchewan. I’ll talk about their geography,
climate, demographics, and economies. If you have any questions or comments, please feel free to ask me any
time. Don’t be afraid to interrupt me. So, let’s start.

First, I’ll tell you a bit about the geographical location of these provinces. If you look at the map here, you can
see that both provinces are landlocked, which means they don’t have access to any large body of water, such as
an ocean or sea. Also, both of them border the United States. Notice here that the border line corresponds with
the line of latitude and is almost straight.

So, let’s compare the climate in both provinces. Because they are next to each other geographically, their climates
are similar in many ways. In Saskatchewan, the central and eastern parts of the province have a humid
continental climate, which changes to a drier climate to the west. In the northern parts of the province, the climate
is subarctic. Winds in Saskatchewan are usually dry. Warm winds blowing from the west, called Chinooks, bring
periods of mild weather, even in winter. The same winds blow in Alberta. As mentioned, Alberta’s climate is in
many ways similar to that of Saskatchewan. The major difference is caused by the Rocky Mountains, which make
Alberta’s climate drier and cooler than Saskatchewan’s.

Now, let me tell you a bit about the economy and natural resources in both provinces. Alberta and Saskatchewan
are the two largest oil-producing provinces in Canada, with Alberta first and Saskatchewan a distant second.
Saskatchewan, meanwhile, is the world leader in potash and uranium exports. An emphasis on agriculture and
farming are other similarities; Alberta and Saskatchewan produce many of the same agricultural crops, including
wheat, canola, flax, rye and oats. They are also the two largest producers of beef cattle in the country, again with
Alberta in the lead. Alberta also produces large quantities of softwood lumber, wood pulp and newsprint.
Similarly, forestry is significant in Saskatchewan, but to a lesser extent. And here’s an interesting tidbit for you:
did you know that Alberta is the leading beekeeping province in Canada? And it’s also the leading producer of
plains buffalo, or bison, for the consumer market!

Overall, the major difference between the two economies is that Alberta’s is much larger. Alberta’s GDP, or gross
domestic product, is about five times larger than Saskatchewan’s. Alberta is the richest province in Canada on a
per capita basis, largely because of its oil and natural gas production. But one final note on something important
that these two provinces have in common: even though Alberta’s economy is much larger, the economies of
Alberta and Saskatchewan have both been growing faster in recent years than that of any other Canadian province.

Now, let’s move on to population. From statistical data you can tell that Saskatchewan is less populated than Alberta.
It has about one million people, while Alberta’s population is about 3.5 million (that’s another reason why
Alberta’s economy is larger!). In recent years, Alberta and Saskatchewan have enjoyed the highest rates of population
growth in Canadian history. If we look at the ethnic diversity of both provinces, Saskatchewan’s largest ethnic
group is German, followed by English, Scottish, Irish, Ukrainian. Likewise, in Alberta the immigrant population
is predominantly English, Scottish, Irish, German and Ukrainian.

As my presentation comes to an end here, I would like to do a quick review. I talked about similarities and
differences between Alberta and Saskatchewan in the areas of geographical location, climate, natural resources,
economy and population. I also pointed out factors that shaped those similarities. Now, is there anything that I
missed, or that you are particularly interested in and would like to know more about? Does anyone have any questions?
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2 Discuss the structure and the chronology of the presentation. Two ways of presenting the information are:

a) compare the provinces by items and sub-items, as in the presentation (e.g., by geography, telling about
first one province and then the other, then by climate, telling about first one province and then
the other …)

b) giving all of the information about Alberta (item by item), and then giving all of the information about
Saskatchewan (item by item)

3 Answers

4 This activity can be done in the computer lab or as an independent learning assignment at home. 
Have learners share their outlines in pairs for peer evaluation and feedback.

5 This activity provides an opportunity to plan and deliver a presentation.

Extend the Activity: This activity could be used for formative assessment provided it has been
preceded by some practice giving a presentation that makes a comparison. Learners can choose 
from the topics provided or come up with their own. This task relates to the following CLB competency:

� CLB 7-IV: Describe, compare and contrast in detail two events, jobs or procedures.

� p. 144 | Describing a Process

Provides information on the language specific to describing a process, including sequencers and transitions

1 Have learners plan and conduct research for their presentation. You can refer them to the guiding questions
from the activity Preparing a Presentation. Ask learners to create a visual (such as a chart or flowchart of
the process) to include in their presentation. Have learners take turns making their presentations in groups
or for the whole class.

This activity could be used for formative assessment provided that it has been preceded by enough practice
describing a process. Learners can use any of the topics provided or come up with one of their own.
This task relates to the following CLB competency:

� CLB 7-IV: Describe a moderately complex process.

Extend the Activity: Ask learners to find examples of charts or flowcharts that illustrate a process or
procedure. Have them refer to the chart to describe (orally or in writing) the process using the
expressions provided.

Type of words/expressions Examples from the presentation:

Words used at the beginning of a
sentence to signal a comparison:

Well, both of them …; Also, both of them …; Let’s compare ...,
The same winds blow …; The major difference is …; Saskatchewan,
meanwhile …; Similarly …; Overall, the major difference is …

Words expressing difference: the major difference is; not quite as; cooler and drier than;
meanwhile; even though; less populated than; while

Words expressing similarity: both; same; similar to, a lot like, similarly; likewise
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� p. 145 | Using Visuals

Provides an overview of types of visual aids and suggestions for introducing and describing visuals

Audio 5.11: Transcript

Radio talk show dialogue about using visual aids in presentations

Sara: Good morning everyone and welcome to the Sara Kato show! Today we have Melanie Koplov, a communication
specialist, back on the show and she’s going to talk about using visual aids in presentations. Welcome Melanie.

Melanie: Thanks for having me, Sara. It’s always a pleasure to be here.

Sara: So Melanie, I’m sure you’ve given a lot of presentations over the years. Why are visual aids so important?

Melanie: Well, you see, research shows that over 80 percent of our learning happens visually. And listeners retain
new information better if it is presented both orally and visually, not by the spoken word only. Isn’t that surprising?

Sara: Well, not so much to me. Personally, I’m a visual learner so I absolutely need some kind of visual representation
of what’s being talked about.

Melanie: Yes well you’re not the only one! So, that’s just one advantage of using visual aids in your presentation –
to help the audience remember more things and for a longer time. But there are other reasons why we should use
visuals. They focus the audience’s attention, raise their interest, and help them understand the material presented.
So, if you describe a complex concept – or even an object – and show illustrations at the same time, there is a
better chance that listeners will stay attentive and have a better understanding of what you’re saying. They’ll remain
involved in the topic and you’re less likely to lose their interest.

Sara: So, Melanie, how can I make sure that when I show my visuals, the audience still listens to me? For example,
I attended a meeting where the presenter was showing a slide show. Even though I’m a visual learner, I couldn’t
stay focused. I thought it was just boring.

Melanie: Good point. Well, a common mistake some presenters make when using PowerPoint is that they put too
much text on each slide. They do it because they treat each slide as a cue of what they need to talk about.
So, what happens is that everyone is busy reading and not really paying attention to what the presenter is saying.
Or, some speakers feel that they need to have a visual aid for every single part of their presentation and keep
showing them one after another, which confuses the audience.

Sara: Or, the other extreme is when presenters don’t use any visuals.

Melanie: Yeah, I think it’s important to remember that visuals are to aid the audience, not the speaker.
Keeping that in mind, the presenter should choose a visual carefully, thinking about its purpose: why is 
it being shown? What will the audience get from it? That’s why visual aids should be simple and focused on
one element of the presentation at a time.

Sara: Can you give us some examples?

Melanie: Sure. Let’s say you’re giving a presentation about your country of origin, or a travel destination.
When you speak about the physical features of the location or country, you may choose to use pictures. 
I would limit the number of pictures, and either pass them around or have a slide show. Too many pictures may
be distracting and the audience might stop listening to you. When you speak about the region’s economy or
population, you will probably quote some statistics, so a table with data is a good visual to use here. And, again,
keep it short and focused, so you can refer your audience to it and still keep them interested in what you have
to say.

Sara: So Melanie, do you have any other tips on incorporating visuals in presentations?

Melanie: Yes, just a few more things to think about. Always make sure your visuals are clear and not too crowded
with detail. Also, check if you can see everything from the back of the room! That’s important, especially if you’re
presenting to a large audience. And when you’re referring to a visual in your presentation, use body movement and
gestures. What I mean by that is, point to numbers or symbols that you’re talking about, gesture to the graph or
chart, and maintain eye contact with your audience. That’s really important.

Sara: Well, Melanie, as usual, you’ve given us some great tips here. Unfortunately our time has come to an end.
I’d like to thank you for sharing some of your insights on this topic.

Melanie: My pleasure.
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1 Answers

1. – Focuses the audience’s attention

– Keeps them interested

– Helps them understand and follow the speaker

2. – Putting too much text on PowerPoint slides

– Showing too many visual aids one after another

– Not using any visuals

3. – Think about purpose and audience

– Keep visuals simple and focused, not too much detail, easy to read from far away

– Use body movement and gestures to draw audience’s attention

4. – Pictures or slides to show physical features

– Table to show statistical data on population

Extend the Activity: Have learners research tips on using visuals and share with the class.

2 Have learners work individually to complete the chart. Ask the whole class to compare their examples of
visual aids and explain their choices. Have a class discussion on factors to consider when deciding whether
or not certain types of visuals are appropriate for specific styles of presentations.

3 Before listening, tell learners what Toastmaster International is (a non-profit organization that helps people
develop public speaking, presentation and leadership skills). See the transcript in the activity Listening to
Presentations: Note Taking for more information. Have learners listen to the speaker twice: the first time
they should not look at the visual being described. When listening for the second time, learners can check
off the elements of the visual as they are being described.

Possible Answer:

The second description is better. It is easier to follow, uses expressions of sequence and cause/result, and
describes each step in detail. The first description is too general and doesn’t follow the steps in the
flowchart, which is confusing.

Extend the Activity: Ask learners to take turns describing the provided flowchart based on what they
have heard.

Audio 5.12: Transcript

Speaker 1

So, now, let’s have a look at the flowchart here. As you can see, it illustrates how a new member of a Toastmaster
club can obtain the title of Distinguished Toastmaster, which really is a big achievement.

So, look at the flowchart. What do you see? The boxes mean different steps, and you see there are seven boxes
altogether, so that means you have to obtain seven different designations to get to the final one. For each of
these designations you have to complete a certain number of speeches or presentations. Also, each step has its
own manual with guidelines on how these presentations are going to be prepared and delivered. As you can see, 
it takes a lot of time and effort to get the final designation. Oh, and also, notice that as a communicator you can
have four titles and as a leader only three. But you need all seven to become a Distinguished Toastmaster.
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Audio 5.12: Transcript (continued)

Speaker 2

So, now let’s have a look at the flowchart here. It illustrates the step-by-step process a new member of a Toastmaster
club will go through to obtain the title of Distinguished Toastmaster.

First, note that there are two tracks that run parallel: the communication track and the leadership track. Each track
has boxes that represent designations, or awards. You can see their names in each box. For each designation, a new
member has to complete speeches and presentations. Both tracks are taught simultaneously so you can improve
your communication skills and your leadership skills at the same time. The communication track is the focus of
Toastmaster activities, and it has four awards; the leadership track has three. That means you have to work on more
projects as a communicator! Please notice the two arrows between the tracks – the first one shows that you cannot
obtain an Advanced Communicator Silver award without obtaining the Advanced Leader Bronze. The one at the
bottom means that you need to complete both tracks at the same time to become a Distinguished Toastmaster.

4 Have learners select a visual from the Canada at a Glance publication on the Statistics Canada website
(www.statcan.gc.ca). Make sure learners choose different types of visuals (e.g., data table, bar, pie or line
chart) so a variety are addressed. Elicit from learners what type of visual each represents and what types
of presentations they could be used in.

Extend the Activity: Ask learners to create a list of possible expressions to use with each type of visual
and post (on the class wiki or on the board) for the whole class to use (e. g., expressions to use to describe
a table, a flowchart, a pie chart, a line chart).

� p. 147 | Body Language

Provides information about elements of body language; provides practice identifying body language during
presentations and its impact on listeners

Elicit from learners elements of body language and examples of how body language can impact a listener,
e.g., some gestures are distracting, or are perceived in a different way than intended. Ask learners to
describe or demonstrate body language that may enhance the delivery of a presentation. Learners can
discuss different examples of body language appropriate for different styles of presentations.

1 For this activity, have learners watch any three presentations. They can be live talks or presentations that
they attend, or podcasts they find on the Internet. Some websites that offer podcasts of talks, lectures or
speeches are TVO, CBC, university/college lecture sites, and www.ted.com (offers a variety of topics and
speaking personalities). Ask learners to record their impressions of each speaker and discuss how effective
their presentation styles were.

Extend the Activity: Have learners evaluate their own (or each other’s) body language during
presentations. (Ideally, learners’ presentations could be video-recorded.) Use the same questions as 
in the activity.

3 Learners could post their tips on the class wiki.

� p. 148 | Listening to Presentations: Note Taking

Provides note-taking strategies that can be used when listening to talks or presentations

You can begin this activity by eliciting note taking strategies and techniques learners already use, then
reviewing the strategies in the text. Have learners provide examples for each of the strategies.
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1 Have learners listen to the presentation about Toastmasters twice. The purpose is to focus on identifying
parts of the presentation and supporting details; learners do not need to understand every word (it is not
a comprehension exercise). You can circulate throughout the class and observe learners’ note-taking
styles. Finally, review the different techniques learners used. Elicit samples of notes from learners and
compare them.

Vocabulary items you may want to explain after the first listening include: proficiency, leadership skills,
extemporaneous speaking, learning track, curriculum, constructive feedback, parliamentary procedure, in-depth, off
the cuff, round robin

Audio 5.13: Transcript

Presentation by a Toastmasters member to an adult English language class

Hi everyone, and welcome to my presentation about Toastmasters International. I think you’ll find it really interesting
to know that there is a place where you can learn and practise your presentation and public-speaking skills in
English. Moreover, you will improve your proficiency at the same time. The place I’m talking about is a Toastmaster
club, and there is probably one close to where you live.

Let me give you a quick overview of my talk. First, I’ll tell you briefly about the history of Toastmasters and how the
club operates. Then I’ll tell you about an educational program offered by Toastmasters. Finally, I’ll describe the club
meetings and the roles that members take on during those meetings. Please interrupt me at any time if something
interests you and you’d like more information about it, or if you have a question. So, let’s begin.

Toastmasters International is a nonprofit educational organization that offers programs to help its members improve
their communication, public speaking and leadership skills. Toastmasters operates through clubs all over the world.
It runs communication and leadership programs designed to help men and women learn the arts of speaking, listening,
and thinking. The vast majority of club meetings around the world are conducted in English. This way, non-native
speakers of English can become more proficient in the language while improving their communication skills.

The organization grew out of a single club, Smedley Club Number 1, which is now known as the first Toastmasters
club. It was founded by Ralph Smedley in 1924, at the YMCA in Santa Ana, California. Throughout its history,
Toastmasters has served over four million people, and today the organization has over 230,000 members in
106 countries. Toastmasters International is staffed completely by volunteers (except for a paid staff of about 60
at the world headquarters).

As I mentioned earlier, Toastmasters operates through local clubs, with 20 members being a typical size. The local
clubs meet on a regular basis. During meetings, members practise various skills that are useful in public speaking.
These skills include giving speeches, speaking extemporaneously (without preparation), listening, and providing
each other with feedback. Some clubs meet monthly, some meet twice a month, and some meet weekly.
Membership is open to all people age 18 and above who want to improve their communications skills. Toastmasters
even offers a Youth Leadership program, which is an eight-session program that introduces school-aged children
to the art of public speaking.

Now I will tell you about the educational program offered by Toastmasters. The Toastmasters program is divided
into two separate tracks – Communication and Leadership – with members progressing along each track by
presenting speeches and taking on roles within their club. Toastmasters clubs apply a “learn-by-doing” philosophy,
where each member learns at a pace suitable to their needs.

The heart of the Toastmasters curriculum is the communication track, which consists of speech projects,
each building upon the other in skills and difficulty. The advanced projects focus on a particular aspect of
communication (such as technical presentations, storytelling, or interpersonal communication).

For each project, the member prepares and delivers a speech in front of the club. Speakers are expected to
limit their presentations to prescribed time limits. For most speeches, the limit is five to seven minutes.
Advanced communication projects are generally between 10 and 15 minutes, although some can be as long as
half an hour. After the member has given the presentation, another Toastmaster member will evaluate the
presenter based on certain criteria for each project. This continual evaluation is a distinctive feature of Toastmasters.
Each activity at a club is evaluated: speeches are evaluated both orally at the meeting and in the member's
manual. This near-immediate feedback provides members with information on how to improve their presentation
skills, and is intended to provide a positive experience for the speaker.
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Audio 5.13: Transcript (continued)

Oral evaluations are also intended to help the evaluator improve his or her ability to give constructive feedback to
other Toastmasters. Learning to give feedback develops many skills, including effective listening; how to motivate,
encourage and support other members; and how to develop and present a short evaluation with minimal preparation.

Another track that Toastmasters teaches is the leadership skills track. When a person joins a Toastmasters club,
they are given a copy of the Competent Leadership manual, which contains 10 projects (or assignments) they
can complete by serving in various meeting roles as well as participating in or organizing club contests, membership
campaigns, and PR campaigns in their club. Club meetings also give members the opportunity to learn parliamentary
procedure and meeting etiquette that can be important in business and political settings.

And this brings us to the final part of my presentation, which concerns meetings and members’ roles. As I mentioned
before, the basis for the operation of each toastmaster club is its meetings. Each meeting, which lasts from one
to two hours, has a structured format, with various members taking on different roles in the meetings. The meeting
is run by a Toastmaster of the Day. There are three basic parts to the Toastmasters meeting: prepared speeches,
Table Topics and evaluations. In the prepared speaking portion of the meeting, two, three, or sometimes four
Toastmasters will give a prepared presentation or speech. “Table Topics” is an extemporaneous speaking exercise
where the speaker speaks “off the cuff” – that is, the speaker responds to a question or topic that is not known
beforehand. The Table Topics Master presents the topic and calls on an individual, and that individual has one
or two minutes to respond.

The evaluation session is where feedback is provided to all members, including the speakers. The evaluation session
is headed by a General Evaluator, who calls on individual speech evaluators to give a two- to three-minute evaluation
of an earlier presentation. Some advanced clubs have a ‘round robin’ evaluation. In a round robin, after the evaluator
gives an evaluation, other members are asked for additional comments on the presentation.

Each club has other roles that members take turns in. For example:
• There is a Grammarian who notes mispronunciations and mistakes in grammar, or word repetition (e.g. “I did …

I did), sometimes called “double clutching.” In some clubs, the Grammarian will also point out positive uses
of language, including nice turns of phrase, clever formulations, and especially poetic or otherwise exceptional
uses of language.

• There is an Ah-Counter who keeps track of audible pauses such as “ah,” “er,” “um,” “well,” and “you know.”

• The meeting's Timer reports how much time each speaker, table topics responder, and evaluator took to give
his or her presentation.

There are sometimes additional roles, depending on the club. For example, there may be a Humour Master,
or Jokemaster, who tells a funny story or jokes; a Wordmaster or Lexicologist who presents a “word of the day”
to help members increase their vocabulary; a Listener who asks questions after the presentations to make sure
everyone was listening; and/or an Award Presenter, who presents awards at the end of the meeting. German
clubs have introduced the Pub Master who is responsible for reserving a table and leading the way to a restaurant
or pub for an informal meeting after the toastmaster session.

So, here I’ve come to the end of my talk; let me just review one more time what I was talking about. First, you heard
general information about Toastmasters, including the history and the way they are organized. Then, I presented
the Toastmasters educational programs. Finally, I talked about their meetings and members’ roles.

Now let me ask you: Which Toastmasters activities do you find most interesting? Do you think these activities are
helpful to people who want to improve their proficiency in English? Why?

2 Learners use their notes and answer questions in pairs or as a class. Replay the presentation, if needed.

Extend the Activity: Have learners search the Internet and locate the Toastmasters club closest to
their home.

3 This activity can be done in the classroom (computer lab) or as an independent learning assignment.
The focus is summarizing information from the presentation. It can be done as an email message or a
written point form summary.
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� p. 149 | Grammar in Context: Adjective Clauses

Provides practice using defining and non-defining adjective clauses

Before the activity, present examples of defining and non-defining adjective clauses and elicit differences in
meaning. Have learners pay attention to punctuation and pronunciation (using intonation and pausing).

1 When learners are done, they could (in pairs) exchange their sentences, identify those that have non-
defining clauses, and read them out loud using pauses where the commas are.

Possible answers (N=non-defining clause; D=defining clause)

1. I am going to describe some categories that have been used to classify occupations according to skills
areas. D

2. Yesterday I attended a presentation about Canadian culture that was very interesting. D

3. Linda, who is the expert on teenage behavioral problems, was the presenter at the conference. N

4. The flowchart on the right, which I am going to explain right now, demonstrates the hiring process. N

5. The listeners, who were mostly women, were very attentive. N

6. I will also address your questions, which you can ask during my presentation. N

7. The talk about various energy sources, which I attended yesterday, was very interesting. N

8. Please complete the feedback form that I gave you at the beginning of the presentation. D

9. And now let’s move on to the next point of my talk, which is going to be a conclusion. N

10. The table, which you can also find in your handouts, shows the immigration statistical data over the
last 10 years. N

Extend the Activity: If learners are preparing a presentation that involves describing things or people,
they could write their own sentences (with defining and non-defining adjective clauses) that could be
part of their presentation.

2 Have learners work in pairs. Each learner interviews a partner to get information to prepare an introduction.
Ask them to write their introductions using adjective clauses and mark pausing in the non-defining ones.
Then, have learners present each other to another pair of learners for peer evaluation. The same introductions
can be used when learners give their presentations in the Putting It in Practice activity below.

� p. 150 | Presentations: Putting It in Practice

Provides an opportunity to prepare and deliver a presentation in class

1 This activity provides an opportunity to demonstrate the knowledge and skills required for preparing and
delivering a presentation (as do the activities Making Comparisons and Describing a Process). Have learners
decide on a topic for their presentation; if needed, suggest topics based on the 12 LINC themes (see pp. 284–306
of LINC 5–7 Curriculum Guidelines). Allocate time for preparation in and outside of the classroom, schedule
presentations and arrange for the use of equipment (e.g., computer, screen, LCD projector). Allow time for
questions and feedback from classmates and designate one-on-one time for your feedback.

This task can be used for formative assessment. It relates to the CLB competencies below. The results of
the assessment can help you and learners determine what still needs to be worked on. You can use the
sample assessment criteria provided or develop your own based on what you have taught. Learners can
use the same criteria for self-assessment.
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2 Discuss with learners what a feedback form is and when it can be used. Bring samples if learners are
unfamiliar with the concept. Discuss possible formats: open-ended questions, yes/no questions, and
statements with ratings. Have learners work in small groups or pairs to compile a list of the elements of 
a presentation that they want evaluated by their peers. Then have learners work on their own feedback
form and exchange it with a classmate for peer correction.

� CLB 7-IV: Describe, compare and contrast in detail two events, jobs or procedures.

� CLB 7-IV: Tell a story, including a future scenario.

� CLB 7-IV: Describe a moderately complex process.

Sample Assessment Criteria

Holistic: � Listeners can follow the presentation

Analytic: � The presentation is up to 10 minutes long with visuals

� Uses an introduction, development and conclusion

� Uses explicit discourse markers and logical connectors for chronological order/sequence,
comparison, cause and effect

� Provides detailed descriptions

� Uses adequate vocabulary for the topic

� Speaks with appropriate eye contact, body language, voice volume and rate




