[image: image1.png]PURDUE

UNIVERSITY






Center for Instructional Excellence


Center for Instructional Excellence

Presentation Techniques

Description

In this workshop we’ll examine the basic principles of presenting material and consider how you can use them in your classroom. Tips on how to prepare a presentation and deliver it effectively will be given, along with suggestions on how to use media to enhance your presentation.

Goal

As a result of this workshop, you should be able to apply the principles of presentation skills in your own classroom teaching and in your microteaching exercise.

As a Result of This Workshop, You Will Be Able to:

1. Discuss the factors to be considered when organizing a presentation.

2. Describe techniques involved in delivering a presentation.

3. Demonstrate procedures for using media to enhance your presentation.

Suggested Reading

Bligh, D.A. (2000). What’s the use of lectures?   San Francisco: Jossey-Bass.

Davis, B. G. (2001). Tools for Teaching. San Francisco: Jossey-Bass, (pp. 99-144).

McKeachie, W.J. (2006). Teaching Tips. Boston: Houghton Mifflin, Co., (pp.57-73).
Credit

This handout was written by the Center for Instructional Excellence staff at Purdue University. It may be quoted in whole or in part, providing credit is given to the Center and to the University.

I. Benefits and Limitations of Presenting

In this workshop, we’re going to focus on how an instructor can prepare and deliver an effective presentation. Even if you don’t give traditional lectures to large groups of students, you probably spend time at each class setting disseminating information and course content. We’ll begin by addressing the benefits and limitations of presenting as a teaching technique.

Benefits of Presentations

1. You can present information to a large number of people at the same time.

2. Presentations are effective for conveying information.

3. You can share the latest information, before it’s published, or information that’s not readily available.

4. You can determine and control the objectives, the content, the organization, the pace, and the direction of the presentation.

5. You have a forum for displaying your passion for the topic.

6. When you have a good textbook and use your presentations to complement and clarify that textbook, you can present a strong learning package for your students.

Limitations of Presentations

1.  It takes practice to develop the skill of talking in front of a group. Some people feel nervous and uncomfortable in front of a group or may find it difficult handling a large group of students. 

2.  Presentations are not as effective as some other methods (e.g. discussion) for encouraging independent thinking, drawing students’ interest, teaching students to apply their knowledge, and developing behavioral skills.

3. Students are used to high-paced, fast-moving stimuli. Compared to television, computer games, and movies, presentations can be perceived to be boring.

4. Presentations may not meet the needs of all students. The material may be too difficult for some and too easy for others.

5. Presentations offer limited interaction between the instructor and the students. This makes it difficult for students who need more personal attention in order to learn. It also makes it more difficult for instructors to accurately gauge their students’ understanding of the content.

II. Preparing a New Presentation

Some of the most common mistakes instructors make when giving a presentation are:

Trying to cover too much material, reading straight from the textbook, teaching trivial things rather than the larger (or more significant) concepts, starting a presentation where they ended at the last class period, not reviewing or previewing the material for the students, and being disorganized. Most of these mistakes could be avoided with better preparation. Here are some helpful hints on how to prepare a presentation.

1. Refer back to your course objectives and decide what you want your students to do as a result of listening to this presentation. You can usually cover about 1 to 5 objectives in a 50 minute class.

2. Consider students’ pre-existing knowledge and ability level when deciding the content as well as level of information to cover.

3. Review the textbook assignment so that you’re familiar with what the students have read. 

4. Write an outline of your main points.  Students are likely to remember 3 to 5 main points taught well.  In contrast, presenting a larger number of points often leaves students feeling overwhelmed. If you have too much material to cover, go back through and discard ideas that are not absolutely necessary. (When you give this presentation in the future, you’ll be tempted to add things. That’s O.K. -- just be sure that for everything you add, you throw something out.)

5. Consider how you can use students’ experiences and interests to engage them in the topic.  Add specific examples that your students can relate to. For instance, if it’s a Liberal Arts course, you might use examples from popular current films.

6. Collect the materials you’ll want to use – e.g. prepare your overhead transparencies and Powerpoint slides. Locate any other “props” you could use to help you demonstrate your points.

7. Decide when to use the chalkboard, overhead projector, or computer, and determine exactly what you will write. 

8. Rehearse the presentation a day or so ahead of time so you can determine if there are any holes you need to fill in.

9. Use the half-hour before class as a quiet time to think about the big picture.  What do you hope to achieve?  Why are you teaching this particular topic?  What do you want your students to come away with?

lll. Organizing Your Presentation
Presentations should have a beginning (introduction), a middle (body), and an end (conclusion).  Below are tips for organizing these different sections of your presentation.

1. Introduction

a. At the beginning of a presentation, it’s helpful to state the purpose and objectives of the presentation--what are you hoping to accomplish and what will your students be able to do as a result of your presentation?  This helps students follow the presentation more easily, keep in mind the big picture, and let you know if they aren’t learning what you want them to accomplish.

b. If the presentation is part of a course, tell students how this presentation fits in with the topics covered in previous classes.  This helps students see the connection among course topics.  

c. Explain why the topic is relevant.  Students are more motivated to learn -- and more likely to recall information --  when they have an understanding of why the information you are presenting is important to their careers or has significance in the real world.

d. Get students’ attention by helping them to recognize gaps in their knowledge or engaging their curiosity about the topic.  For example, you can ask a question, pose a problem, tell a story, or show a brief video clip to draw them into the topic.

2. Body or Middle

a. “Chunk” the information you want to present into 3 to 5 main points to provide students with a framework for organizing what they are learning.  These points are hooks on which students can hang more detailed information that explains or clarifies each point.  Such organization enhances students’ ability to remember the information presented.

b. After each main point is presented, summarize the information relevant to that point and provide an overview of the next main point.  These transitions help students keep the ‘big picture” in mind--how the main points are connected; and summaries reinforce learning by repeating key ideas.

c. Divide your presentation into 10 to 15 minute blocks.  Students’ average attention span lasts 10 to 20 minutes.  By changing pace every 10 to 15 minutes, students’ interest can be rekindled.  Examples of pace-changing strategies include showing a brief video clip, sharing a story, asking students to discuss an important issue in small groups, presenting students with a problem to solve, and giving a demonstration.

d. Provide a logical approach for presenting your material.  Common ways to organize the content of a presentation include:

i. Problem-Solution:  In this type of organization, you begin the class with a problem to get your students’ attention, then present content to lead up to the solution. Engineering classes often use this organizational strategy.

ii. Chronological order:  History classes typically cover material in chronological order. They teach what happened in 1492, then 1493, etc.

iii. Causal:  The factors affecting a particular phenomenon (e.g., photosynthesis) are presented.

iv. Comparison-Contrast:  This can be an effective approach for presenting information. Many students learn best when they see ideas compared and contrasted.

v. Rule-example:  Math and Economics classes often use this pattern of organization.  A theorem (rule) is presented, and then the instructor works through an example.
vi. Case Study:  A real world situation is presented and analyzed to demonstrate the application of general principles or strategies for dealing with the situation.  Both students and instructor may be involved in the analysis process.
vii. Short presentations framing discussion periods:  The instructor delivers a 10 to 20 minute presentation, followed by large or small group discussion of an issue pertaining to the information presented.  The instructor wraps up the class with another short presentation, identifying the major themes addressed in the discussion.

viii. Inductive-interactive:  The instructor presents a question to the class (e.g., “How is nanotechnology being used to enhance computers?”) and students brainstorm the answer.    Students and instructor work together to organize the answers into main ideas with supporting detail and examples.

e. Tell students the organizational structure you’re using.  Their awareness of the structure will make it easier for them to follow the presentation.

f. Include examples in your presentation.  Clear examples help students to understand and remember difficult concepts.

g. Incorporate active learning into your presentation.  Examples of active learning strategies include engaging students in small or large group discussions and asking students to complete a worksheet, solve a problem, or participate in a role play based on the information you have presented.  Students not only remember more, but learn more deeply when they actively engage with the material.

h. Include time for student questions.  Allowing time for questions gives students the opportunity to clarify issues that are confusing or seek more in-depth explanations of topics that are of interest to them.

3. Conclusion

a. Provide a summary of the information covered in your presentation.  Reiterating the key points of your presentation helps to solidify students’ understanding.

b. Go beyond the summary to draw conclusions about the topic.  Reiterate why the topic is important or help students see the how the information you presented is related to some bigger picture.

c. Create anticipation by providing a link to the next class/topic.  Briefly explain how today’s presentation provides a springboard to the next topic.  Or pose a question that asks students to draw implications from today’s presentation for material to be covered in the next class.

 IV. Delivering a Presentation

Things you should do at the beginning of a presentation:

1. Write the agenda on the chalkboard or overhead projector.

2. Explain the objectives for the lesson and tell your students how you expect them to use the lecture material.

3. Explain the relevance of the topic. (Why should they listen? Why is this topic important?)

4. Describe the relevance of this lecture in relation to the rest of the course. Preview, review, and relate the lecture content to previous and future course material.

5. Motivate your students to listen. “Tease” them into being interested in the topic by showing a portion of a video, giving a fun quiz to test their knowledge, raising a question to be answered by the end of the lecture, or reading a newspaper clipping about a current event related to the topic.

Things to do during a class:

1. Be flexible. Although you’ve planned and rehearsed, be prepared to adjust your lecture to the class. Watch for nonverbal cues of confusion or misunderstanding and stop and deal with them if possible.

2. Engage your class in the lecture. Ask open-ended questions to elicit participation. Ask for a raise of hands. Or ask a rhetorical question, just to get them thinking.

3. Provide transitions between topics rather than just abruptly switching from one topic to another.

4. Monitor student understanding by asking students questions and also encouraging them to ask questions.

Things to do at the end of the presentation:

1. Leave time at the end of class to summarize the lecture. Reinforce your main points and bring closure to the topic. Better yet, ask your students to provide an oral or written summary of what they learned.

2. Answer any questions students may have.

3. Have students apply what they learned by giving them practice exercises or a homework assignment to complete outside of class.

V. Delivery Techniques

From a delivery standpoint, here are some things you should do:

1.  Don’t memorize your lecture or read directly from your notes. Put key ideas on index cards, on the frames of your overhead transparencies, or on the board.

2.  Vary the pace of your delivery. Say some ideas quickly:  say some ideas more slowly.

3. Pause from time to time. Pauses help emphasize key points and provide students an opportunity to take notes and absorb lecture content.

4. Use gestures and facial expressions to emphasize your main points. The larger the class, the larger your gestures should be.

5. Establish eye contact with your students as often as possible.  This is easier in a small classroom.  In large classrooms it is more difficult, but not impossible.  In large rooms just stare at groups of people for more than 5 seconds.  This will convince each in the group that you are looking at them.  Make sure that your gaze is shared equally throughout the room.

6. Avoid distracting mannerisms such as pacing, playing with chalk, or saying "um's" or "oks" between sentences.

7. Move around the room. Movement is an effective way to get your class’s attention.

8. Change your expression.  Your students will watch your face.  A smiling face goes a long way in selling the idea you are trying to get across.  But a frown or a scowl can help make a special point!

9. The way you dress sends a message.  Make sure your attire doesn’t distract from the message.  While you may not have to dress in a specific way it is useful to know what appropriate dress is for your teaching unit.  It is also possible to use dress to accent teaching.

10. The way you stand (or sit) can convey a message.  Your stance can be used to make a point or establish an attitude.  Make sure your stance does not obscure the ability of students to see visuals that are in use.  Hand gestures are good communication tools but can become a distraction for students if movements are out of control.  Find a safe place for your hands but keep them out of your pockets!  Don’t turn your back to the students (or do so as little as possible).  

Your voice is what conveys your enthusiasm. Here are some tips for delivering a successful lecture from a vocal standpoint.

1. Warm-up vocally before each lecture, especially if you’re going to speak for a long time or to a large group. Hum a tune on your way to class.  Relax your face, neck, throat, shoulders, and body. A more relaxed vocal area will produce a more pleasing vocal sound.

2. Take a bottle of water and remember to stop and take a drink throughout the class.

3. If at any time, you realize you’re running out of breath, stop and take some deep breaths. Have an activity handy (e.g. a small group exercise) that you could fall back on in case you need to take a short break from talking.

4.  Speak the way you talk. Use a conversational tone of voice.

5. Speak loudly enough so the students in the back of the room can hear you. In a large lecture, wear a microphone so that you can speak in a normal tone and save your voice.

6. Use vocal variety. From time to time, change the pitch of your voice. For instance, use a high-pitched voice or a much lower pitched voice. Changes in your volume can add variety as well.

7. Don’t try to cover everything in your lectures. Oftentimes when lecturing, less is better.

8. Record your lectures on audiotape and listen to them afterwards. Are you satisfied with the way you sound?  You may need to do this several times before you are happy with your voice.

9. If you have problems with your voice, check with a speech-language pathologist.

VI.   Using Media*

A. Media include PowerPoint, overhead transparencies, marker boards (including chalkboards and whiteboards), objects (including real materials and models), document cameras, and handouts.

B. Rationale for using media.  Students remember and recall information in three main ways:  visually (seeing pictures), auditorially (hearing words and sounds), and kinesthetically (feeling things).  Students today are more visually oriented than ever.  Increased exposure to television, the Internet, movies, video games, and multimedia means that students increasingly want or require visual stimuli to maintain interest and facilitate learning.  Successful use of media can help increase student learning and retention of information.  Some key aspects of using media in the classroom are described below.

C. Lettering and visuals must be read easily if they are going to contribute to learning.  You must ensure legibility.  <P>A visual cannot even begin to do its job unless all viewers can see the words and images. It’s surprising how often this simple rule is broken. Think of how many times you have heard a presenter say, “You may not be able to see what’s on this transparency [or PowerPoint], so let me read it to you.” The goal of good visual design is to remove as many obstacles as possible that might impede transmission of your message.

A guideline for a size of lettering is to make </P><H4></INST></H4><P>lowercase letters <IM>1/2</IM> inch high for each 10 feet of viewer distance. This means, for example, that to be legible to a student seated in the last seat of a 30-foot-long classroom the lettering would have to be at least <IM>1and 1/2 inches</IM> in height.  Details of visuals and diagrams also must be legible to all students. 

Before using any media, walk to the back of your classroom – where the students furthest from the front will be seated.  Be sure you can see the lettering and visuals on the board, PowerPoint slides, or overhead transparencies.<LINK LINKEND="FG.04.018">
D. Tips for Using PowerPoint 
Preparing a PowerPoint Presentation

1. If you need to use the same visual twice, make a second slide where you need it to appear in the slide presentation.  Scrolling backward through slides can be distracting.  

2.  Use Large Fonts.  Before you start to prepare your presentation, determine how far your audience will be from your screen, then choose the best font size. Choosing the right font size is 90% of the job. From a distance, you will notice that the serif (Times) font and the “narrow” or condensed font are more difficult to read.

3.  Carefully choose colors. Be careful with the colors red and green.  Ambient light affects contrast by turning rich, deep burgundies and hunter greens into pastels. There is also the colorblindness issue; about 10% of the population has difficulty with reds and greens. Yellow with black lettering is considered the most readable. (e.g. school buses and traffic signs). 

4.  Use diagrams and pictures when possible.  Remember, a picture can be worth a thousand words. PowerPoint is a visual medium!  Large amounts of data table format may be hard to read; graphs are much easier to read and understand.

5. Don’t use silly/gratuitous animations or clip-art. For every animation you put in, ask yourself whether you really need it, and whether the slide can be explained without it.  One reason to use animation is to show a progression of events.  

Delivering the PowerPoint Presentation

1. Close the blinds and turn the lights off over the screen.

2. Make sure that the image is focused and fills the screen before you begin.

3. When the students do not need to see information, black out or white out the screen.  This will shift student attention back to you.  In a dark room use the black out feature (press the B key) and in a light room use the white out feature (press the W key). 

4. Direct student attention to parts of the slide, by

a.   Pointing to specific portions using a laser pointer, or your finger.

b.   Using shapes to highlight a point or highlight related text. 

c.   Adding an arrow to a chart or diagram.

5. Use the notes feature in PowerPoint to annotate your key points.  Then print the slides with the notes so that you may refer to it during your presentation.  Do not try to read from a prepared script.

6.  A wireless mouse or even a mouse with a long cord allows you to run the PowerPoint presentation from a distance.

E. Tips for Using Overhead Transparencies

An overhead projector can enhance your presentation by adding visuals and key points. The following are some suggestions for using an overhead projector:

Setting up the projector:

1. Close the blinds and dim the lights over the screen.   

2. Focus the image and make sure that the image fills the screen.

3. If you’re planning to move the projector in and out of position, put a piece of masking tape on the floor so you’ll be able to move it back into position quickly and easily.

Using the projector:

1.  Don’t turn the projector on until you’re ready to use it.

2.  Be sure to turn the projector off whenever you’re not using it.  Turning the overhead off will shift student attention back to you.

3.  For a smooth transition between transparencies, use both hands when changing overheads. For example, use your right hand to remove the first transparency and your left hand to put the second one in its place.

4.  Don’t stay glued to the overhead projector – move around the room.

5.  If you have a transparency you’d like to use on a regular basis, place it under the roll of acetate and draw on the acetate, not on your prepared transparency.

6.  If your prepared transparency is a list of items, place a blank sheet of paper over the list and uncover the items one by one by pulling down on the top sheet. This helps to direct your students’ attention to the point you’re making without them getting distracted by copying down the entire transparency at once.

7.  Point to key items by pointing on the transparency, not on the screen. The problem with pointing to the screen is that you may end up turning to your back to your students.

Making Overhead Transparencies:

:

1.  The biggest mistake instructors make is putting too much information on a single transparency. The rule of thumb is 6 words across and 6 lines down.  When using images (e.g., pictures, graphs), no more than 3 or 4 images per transparency should be used.

2.  Another common problem is not using a large enough print. Use a minimum of a 28 font size. To see if the print is large enough, place the transparency on the floor, at your feet, stand, and see if you can read it. If you can’t, the print is not large enough.

3.  Use key words rather than complete sentences.  Key words help the audience remember each point.

4.  Include headings when you write a list of items.

5.  If you need to use the same visual twice, make a second transparency of it.

6.  Number your transparencies. That way, if you drop them, you can quickly recreate your presentation.

7.  When writing in class, be sure to print (rather than use cursive writing). It’s easier for students to read.

F.  Tips for Using Chalkboards, Marker Boards, or Whiteboards


Sloppy handwriting, writing that is too small, or scribbling notes all over the board without any 


apparent thought or organization can ruin a presentation. 

1. Determine the room where you’ll be teaching and practice writing on the board in your classroom before the semester begins.  Make sure your writing is legible from the back of the room.

2. Determine in advance what you plan to write on the board and write it on a horizontal piece of paper.

3. Check for glare on the board.  Close the blinds if necessary.  If there are chalkboard lights, turn them on.

4. Print large and neatly.  Avoid using script because it’s difficult to read.

5. Use both upper and lowercase letters (as opposed to only capital letters). The eye recognizes words by their shape rather than the individual letters. Writing in capital letters destroys the shape and forces the reader to recognize the word by first distinguishing each letter. This significantly slows reading rate.
6. Use letters large enough to be read by everybody in the class. A rule of thumb is that letters should be one and a half inches tall for viewing at the back of a 30 foot classroom.

7. If you use colored chalk or markers, be sure that the colors used are visible from the back of the classroom.  Do not use more than four different colors at one time. 

8. Maintain eye contact with your students as much as possible. Don’t talk to the chalkboard and don’t obstruct their view of what you’ve written. Write on the board, then turn and talk.
9. One way to save time is to write information on the board before class and cover it with the projection screen.  When you’re ready for it, just raise the screen.

10. When you put a list on the board, make sure it has a heading.

11. Put your agenda on the board and refer to it during your presentation.

G.  Tips for Using Real Objects
1. <BL><ITEM><P><INST></INST>Familiarize yourself with the object or model before using it in classroom instruction.</P></ITEM>
2. <ITEM><P><INST></INST>Practice your presentation. If your object or model is a working one, be sure you know how it works and what might go wrong.</P></ITEM>
3. <ITEM><P><INST></INST>Be sure your audience does not get the wrong impression of the size, shape, or color of the real object, if the model differs from it in these respects.</P></ITEM>
4. <ITEM><P><INST></INST>Whenever feasible, encourage students to handle and manipulate the objects and models under study.

5. <ITEM><P><INST></INST>Store objects out of sight when not using them for instruction. Left standing around, they are likely to take students’ attention away from other classroom activities.

H.  Tips for Using a Document Camera

<P>The <KT>document camera</KT> is a video camera mounted on a copy stand, pointed downward at documents, flat pictures, or graphics and small objects (such as coins). The image may be projected onto a large screen within the room or it may be transmitted to distant sites via telecommunications. You may place any sort of visual on the stage, and you can manipulate the material or write on it, as you would on overhead transparencies. With backlighting you can show overheads or slides.</P>
<BL><ITEM><P><ITAL><INST>A document camera allows on-the-spot projection of readily available classroom materials, such as diagrams, newspapers, and illustrations from books and magazines. Three-dimensional objects (especially relatively flat ones such as coins, plant leaves, and insect specimens) can be magnified for close-up inspection. It permits everyone to have an equal opportunity to view the same material such as student work, diagrams/drawings, compositions, solutions to math problems, and the like.

<ITEM><P><ITAL><INST>
</ITAL></P></ITEM>
Using the document camera


1.  </INST>Focus data projector image on projection screen.

</P></ITEM>
<ITEM><P><INST>
2.  </INST>Place material onto the stage of the document camera, which can now be projected onto the screen.

<UNFIGIND NUM="5" ID="UF.03.005"/><UNFIGIND NUM="6" ID="UF.03.006"/></P></ITEM></BL>
      <BL><ITEM><P><INST>3.  Turn off light over the screen as you would for PowerPoint.  Leave room lights on so students can take notes and you can maintain eye contact with them.

I.  Tips for Using Handouts


1.  Handouts can be posted on a course website and students asked to print them out and bring them to class.  This saves departmental expenses of duplication and saves the time of distributing them in class.


2.  Handouts should be “structured notes” – more than a blank sheet of paper but less than complete notes.  The students become actively involved filling in key terms, diagramming relationships, and solving problems.

*adapted from Smaldino, S., Russell, J., Heinich, R., & Molenda, M.  (2005). Instructional technology and media for learning, (8th Ed.)  Upper Saddle River, NJ: Merrill Prentice Hall. 
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Micro-Teaching Feedback Form

Presenter’s name: ____________________________________________________

Directions: Circle the number that matches your observation. Write specific comments in the space or on the back.

	Organization


	Agree
	
	
	
	Disagree
	Not Applicable
	Comments:

	1. Stated purpose/objective(s) of presentation
	5
	4
	3
	2
	1
	
	

	2. Had clear pattern of organization
	5
	4
	3
	2
	1
	
	

	3. Included relevant examples to explain ideas
	5
	4
	3
	2
	1
	
	

	4. Provided summary/closure at end
	5
	4
	3
	2
	1
	NA
	

	Delivery (vocal and non-verbal communication)
	
	
	
	
	
	
	

	5. Could be easily heard (loud enough)
	5
	4
	3
	2
	1
	
	

	6. Could be easily understood (spoke clearly)
	5
	4
	3
	2
	1
	
	

	7. Made good eye contact with audience
	5
	4
	3
	2
	1
	
	

	8. Appeared comfortable 
	5
	4
	3
	2
	1
	
	

	9. Had no distracting vocal or non-verbal mannerisms
	5
	4
	3
	2
	1
	
	

	10. Was enthusiastic
	5
	4
	3
	2
	1
	
	

	Media (chalkboard, whiteboard, overheads, props, Powerpoint, etc.)
	
	
	
	
	
	
	

	11. Lettering and visuals could be read easily
	5
	4
	3
	2
	1
	NA
	

	12. Visuals, handouts, and/or props facilitated learning
	5
	4
	3
	2
	1
	NA
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