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ASRC Basic Members are expected to do a vériety of things to
help the ASRC in addition to keeping up their certification and
participating in missions: voting in elections, for instance.
Since the ASRC advertises that it provides ocutdoor safety,
survival, and technical rescue instruction, Basic Members are
occasionally asked to teach an evening or weekend seminar.

Teaching is a skill just like land navigation or technical
rescue. As with these other skills, teaching is best learned by
observing others critically and through practice; and, as with
rappelling, there are a variety of ways to lecture that work
equally well, but there are also few technigues are just plain
wrong. The attached readings, plus a few notes I°ve listed
below, may help you to avoid glaring mistakes while you develop
your own style.

Some rules for slide presentations:

1. 1If you turn out the lights for siides, half of the class
will fall asleep. If it’s right after lunch, ALL of the
class wiil! fall asleep.

2. Use color in youwr slide presentations {(stick in some nice
mountain scenes just to keep everyone interested and awake).

3. Use your slides to illustrate your talk:s don™t insult vour
audience by reading the slides to them.

4. Don"t talk to your slides, talk to your audience. Keep good
eye contact.

Some rules for any presentation:

1. Dont EVER rush your presentation. If you don"t have enocugh
time to complete your planned talk, cover just as much as
vou can do well in the time allotted.

2. Don’t apologize.

3. Don™t say "um."” 8Say nothing and look thoughtful. A few
seconds of silence will be unnoticed by the audience, how-
ever painful it may be to the lecturer. ("1t 5 better to
keep one’ s mwouth shut and be thought a fool, than to open
one’s wpoath and remove all Joubt.”)

4. If you're presenting something conceptually complex, break
it down into portions, ones that are easy to assimilate.
Present each portion in at least two ways; part of your
class will understand one presentation, and another part
will understand the second way of presenting it. If vyvou're
lucky, only a few wont understand either of the ways it's
explained.
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3. Don"t present lists with more than three or four items;

longer lists are worthless, because few people will be able

to appreciate or remember more than two or three items on
the list. If you have several related items to present,
group them into no more than three or four related cate-

gories, and present your list of categories first. Continue
to break things down this way until you have no lists longer

than three or four items.

Signs and symptoms of mild hypothermia——
1} mental dysfunction
2} physical dysfunction
3) protective efforts

1} mental dysfunction:
impaired short-term memory
difficulty concentrating
slurred speech

2) physical dysfunction:
difficulty walking
numb fingers

inability to use fine coordination, as in tieing boots

—

3} protective efforts:
uncontrollable shivering

Use analogy, metaphor, and simile whenever you can, because

they make it easier for your audience to relate to what

you're saying, and easier to remember. If the analogies are
only fair, use them anyway, but briefly explain their limi-
tations {(e.g. a hypothermic person acts drunksi; but unlike a

drunk, will often have uncontrollable shivering?.
6. Use lots of examples.

7. Get close to your audience, and if possible, keep movings

this makes it harder for the audience to ignore you and fall
asleep. If there s a lectern, DON'T stand behind it, except

perhaps if you’ve got a very large audience or if they're
throwing things at you.

ATTACHMENTS

1. Manuscript: Speech Technigues. Richmond Virginia Chapter,

American National Red Cross, Safety Programs Division. 10O pages

including cover sheet.

2. Beneral Rules of Courtesy. From the Scientific Monthly,
LXVI.1, Jan 1948. 3 pages.

3. How to Say a Few Words. From Nation’s Business, July 1966.
pages.

4, Instructor Evaluation Form. WVirginia Division of Emergency
Medical Services. 1 page.

We are more likely to reach the truath

through error than throuagh confusion.
Francis Bacon {(15361-1626)
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'm“ﬁstrucfbr;é tudont COﬂtqu‘; T

a
/

f '2',

- conversatlon nd Juu v;ll notlce that ths oea er does not 100& oat;_f7

_Gat tha uttﬂﬂtlcn of the clas fir L.f Jo not st“rt tna class until

Clnss tcnu\ou c"ﬁ bo pﬂinnﬂ GJ scn"?*nr Ot_pﬁjSngl ranxfostaticn

you have the attentlon of tae #tua nt ; In &ome casou, wtlking
toward tne cenuerlcf e platform vi?l cguco m n to qplet doun and
listen, hora often, 1t vzll ba nmc xy uo ask for thu;r att ntlany

A simple "You wttont*on, please!" Ulll prOuuce ucslrea rﬂsult.3'

Look at and t*?k to youf studnn .j’Cbserve neonla in edrnnst

&

the w;ndcw or at th° floor or cu*lxnﬁ. qe lcoxg hlS list evers iq

‘ theteye. He proo b1y is nob consclous tngt he is do*no so, th

earnoétness ofAhis pur pG«O naturall; finds ltu exp OSuiOﬁ in this

<:M’} personal'contact.~'Addrass your s stud enbs and not th, tr"lﬂlﬁ” amds

cr t 1 d;staat landchno.; Cive avery gtu lent tﬁn f@cllnv thwt jou

ara looklnﬂ at and talliing direc ly to h;n. Keep eya ccntact.

Srgalk in a convarsciional tha., Do noﬁ 1Lt Jour vomce reflect an

imnersonal, indifferent attituée. Do not orste or declaim. Huue
freQLeﬁt use of t}a proaoun *you“; identify yourself ith the studeqts

by "ybu anq I" or "h@“ Leave the impres ion tagt you and they have

somothlng in ccmmqn..

b Ee'dlcrt gnﬁ loc& 2lert, Knou uhat is going'onrin your class;f.qu

closa attnn ion to qtuabnbs' reupcn Se Ldsten,carsfully and

svaluate tncir‘comm nts and answers to ynur qr stiona. Be quick to

3 spot an inattentiva student. Look dlrectly at.him..,Ta 3 a step

J

te:ard hlm--or askAhlm a quoation. Contlnunllf ask ycur"ﬂlfﬁ “Do
ny students understand?” Check frpqucntly to mako ouro the; aro

following you.
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l. Be thorouﬁhly orepared, The first step the instructor can take to‘

2.

<;w\00ntroll¢n" uurvousqoas.

overcoms exccssiva narvousness is thorough mastery of the subject

| and tho plen for teaching it. Thon he must realize that the

studentd are thure to 1aarn 1nd that they ara more 1nterosted in

‘tha anJ@bt than in tha ins tructor. Think of the subjcct and of

Athe leﬁrnlnv taat hould result from tba instructzon, and

nervousnsss will take care of itself,

‘ﬁssuma the preoner maeatoal attitude. The most rﬂliable waapon the

notructov huu for overcaiing norvousnoss is a proyer fraza of

‘mind tczwrd himszlf, his students, and the entire instructional

setup. To assure 2 urol r frere of mind, hs nust mako an
intclligoh%v sotionel cnalysis of the siﬁuaticn._ He musi
réaliza tﬁét the basis for the very nnple:san% mental and
phyaiﬂel reacvion ha experiences when befors a elass is fear--
not of bodi lj injury, btat of what the studeabs will think of hin

aad his ianstruction. vuuhuntu gxpaoct thedlr insbructor to have

full knowledze of the subject aad to be oblo to teach it

effectl““_y. although students focus their attention upon

‘instructorw, thay do not 1xmsélgt 1y place then on trial. If

the 1ndtructcr ha mﬂstgrei his eubJLCt &nd has mads tnorouch

t

prepar ‘on, he has climinated tho real reason for fearing the;

react;oq of Lna ‘stude: ho nag cvery rignt to a feoling of

salf—coniidence, wnich umll go far toward ma eing his presentation

& Succasss
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6.

}Havn initigl rencrks mo]l in nxnd. :T flrst fer nomedts are tho
'7:most dlffnculb, got paat theso and 12 iags w1ll go well. It ia

fadvis ble to hgvo the lesson lntro ction so well 1n mlnd that no '

notes are roeded.

Ry

“‘Reviav Previoa ins wuctioﬁ. By start¢n~ W1th a rbfe ancs to a,
‘,phase Of tralnln” P evi ouuly COﬂplCu&L; tho ins tﬂuCuor imrsa;atolf‘UZWA
glcauges the utuéontq to focus thedr utt”ﬁhiOﬁ on soruthin ulth wq“cu ff‘ 
'thef are familiar. The instructor bhus mests tho """11&en'!:,s o’

 commonvground.

Tellra'stofy. dothing releases tenslon co quickly as a blt of Huw

,injccced oarly ln the mnarc&u' ion. flemsmbor taat'the storyvshould,

ks a point tzm can be relqwd to ta\_ subjech. Waen setting oat to

' ﬂet a lhuah, try to got one, but don't bur t their cides; tho naxt.

class may reouand mors vigorously. o great harm is dons if a story

f2lls flat once in a while.'

12 3

Bo ﬁelibcratc,‘yﬁhcn a person is n STTCUE, vody activities tend to

-

' sgeed up.¢ Instru Lors shculd remenicer bthils when they are fzced with

"’norwo*~‘ 255, .Th‘j hoalg bq de liohrwta 1n movemcnt angd ca "eful not.

’ ,stage Lrlg t w1ll p.ﬂs ond thb 1nutruutor‘s nor mal poise and bearing -

‘to td]& too fast. Aiucr a feur mcmvut" of deldiborate control, the

w111 take over.

- C. Mﬂintaining Boaring.’

o
J
J
J
P

Good;pOSture. Tale a p051t10a from which the aﬂtlrc claus can sead ;ou  ,
;and from which you can see all 01 tho class. Stand ernct with veibnt
'evenly baluﬂcna on your feeo. Look nhfgzcallf and mnntall; alox%, but

dq¢not stan§ rigidly atiattcntion; Relax. let tho hands cgd arms "[ :
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,2.f1U39 gesturﬂs.v A gestura is the‘movement df any part of the body

. N
[
C/"-

A‘ hana freely at your sides.,’Tha ands do not appéar as large and
V.awkward to utudents as thef mlgnt seem to you. If you 31mp1y

N ,cannot let tham rest aﬁ your 31da untll ready to use them, clasp -
 then in back of you or let ona hand re t on the speaker’s stand
‘,temnorarlly.; Do not wrlng and trlot them narvously. ~The'ba31c'
\‘rule to remsﬁber is modﬂratlon.\ Don*t remain glued to one spot
Yand don't kaep on tbe zrov° all o i”he time . non you do move,

- move brmskly‘and wlth purpoue.‘ As your Sdlll aﬂd expﬂrlonse h

- insrease, you will find‘movemant becomzng less obvxous and more

méaﬂingful. .

 to convej a thcuaht or emotion, or to rexnforce o;al exnr95°1on.
Your arms, hands, and ocdy are. your prlnC1ﬁal tools of gugtuxa. -

s When instruc»;ng, let yo&r geaturoo be nuoural~ never ruhcarse

| f,'speCLflc gesturus for uwa at dnfinite p01nbs in qur pr°sent1tlon. f.j‘

fThay should aTlS” spontanaougly fron eﬁtha asm, convmctlon, and
[emotlon.r Do not try;to er nha31ze Pve'y °+at yant with a gesture;

\bto do so ulll ue¢eat thd pnrpose of estures.‘

Belng mnthuglastlc..

1. b cal?v Vlﬁgl $h¢truvccr hona cJa 4o atteﬂtion.

 2¢~ Bnnhu31asm 13 coqtaqlous. Itois evident in'one form or another

mwhenever a person is d01n~ somuthing he sxncerelj 1ikes. If an
‘:1nbtructor ;s uold on his subJect and conveys thls feelln to the :

~ 01383, he wlll keap hlS students 1nterested ‘and eager to learn. o

3,

';" Further, an enbnusm 3 e lnshructor w111 hclp hms students to

Cod cvelop a favorable attltudg and appreciatlons for tralnlng proorams
1Tho basms for an 1nstructor‘s enthu81asm is a thorougn kncwledge cf

v},the mabarlal belnd tau"ht and 1ts usefulness to hls students.
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L.

(:;‘}Using thé:VOice.  

f‘Voice power and resonance.

o a. Trxlnxng of tne voice empha51zes correct articulatlon and

2.

enunclatmon which developu power and resonance.

 Voice qual 1Ly Vomce quallty is the charactmrlstlc that dlstlnguishes

one voice from another. Some voices have a pleasant quality, others are

unpleasant.‘ However, the average instructor hag a v01ce~quality thaﬁ can

be made pleasant to his llstenars, and further developed by overccmlno any ‘

tendencmcs he nay have toward nasality, hollowness, hardness, tnroatlness

" and monotone. A monotone has a deadening effect on students. Infléction

will assist in overcoming monotone, in providing proper emphasis, in

making the presentation more intelligible, and in providing a pleasing

variation that will hold students' attention. Expressive speech may be

" obtainsd by;change in the pitch, volumev(loudness), rate of speech, or

by a combination of all three.
a. Pitch.‘ Pitcn of the voice should be the hatural pitch thaﬁ is used
. in‘éonvéfsation. The instructor should determine the pitch level at
which he can speak with greatest ease and clarity and then vary this
x piﬁchlto produce emphasis where needed. Variation of pitch bfeak§  
monotonj ¢nd adds interest to the daliverj. |

bﬁ]‘VOJumw of v01ce. " The 1nsvructor nust upea:c loud enough for all .

2 stuaents to hear w1thoat dlfflculty. On the other hand too Lloud
‘;a voice is deadenlnv and the hearing or hearing atbentlon of the ; 
;student.sqon dulls in self-defense. Loudnsss requlres volume~~  .

. that is,;thevspace;fillingcharacterof the voiée. A tﬁin véice t{»
‘ c3n‘ba 1ouﬁ,,but mere loudness is not»snfficient. If the

" instructor's voice has the proper volume, the students. feel

' comfortable while listening. The instructor should vary the volume
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<:~ 3. Beine sure you are understood.
/ .

a. Choice of’Wotds, Since language'is the most important single to¢l ‘ |

,of~the instructor, he must develep a‘healthy regafd for words. His

words muot be carefully chouen and his sentences mnst ba develbped  ; ";~ -
clearly and logically. The right word in the right place is the | i

keynote of effective speech as well‘as effective writipg.»VVérbaljvk
coﬁmnhication,depends‘on using those words that have the exéct Sh%dé»~
of meaning‘to nake thé thought clcar. Consider thé educationai la§él
of the gfoup YQ@ are‘teaching. Uue termo that are common to the » R é
' vocabuléries'of your studénts. Do not try to imnre&s students by o - k» i
using Words with whlch they are not familiar. An instructor’s |
{.:purpoqe is ta clarmfy; not to confuse. If certain complex terms |
'<i:"y B ; are essential, use them, but define each new term the first time it,'f o

: | isjused. Usgystroﬁg, ﬁaaningful, de crdptlve verbs that Wlll leave
.vivid imnressions; édd iﬁtefest and coler to your presentation by A  ‘ , %
using a vgrlﬂty of descriptive terms. Uée a variety of connsctive_/  -

words* fand" is not the only cormective in our languags.
A . J ) > g

bak‘Formatian of sentences. Careful selection of vords 1!01133 tha t»ihey
must be groupéd’propsrly in Qrder to express 1de“s clea rly and |
«acétrately.  Use short sentences., Signal the end of your sentencés”
by vozce 1nflect1cn. Eliminate uﬁneéeésary xorus and phrases. Dﬁf

not pad sentenoos and cluﬁter dellverj'w1th trlte expre381ons.

¢. Pouses. Pau“es nrovide the punctuatlon of °peech. The proper use7.

}Fflof pauses accowollshes four things s»udents are able to absorb f 
(:j'\ 1 /‘.ideas more easmly, you get an opportunlty to cencentrate on your

"»next point; you give cmphasms, mpanlnp, and intarpretatlon to your

ideas; and you getva chance to breathe. They should be clear and




c&'

'w1th the size of the class the the conditions undar which the

instruction is gmven. Ho can change voluma to accent the proper

"syliable5 of words{‘ Acccnt in pronunc1atlon is descrlbad as a greater

force or stress on a particular syllable. ThlS means chanoe in volume.,

: Too great a vclume’of v01ce makes it difficudt to change volums‘for~

accent and variation, and‘mora,difficuli_for the student to cétch these

- changes in volums., Proper volume is especially important when teaching

outdoors or in a building with poor acoustics. By watching'Student.

' reaction, an instrﬁctor can tell if theyvare having difficulty in !

hearing. If there is any possibili t; that bhe volume of 3our voice
1u not satlsfactory, have an assistant in the o ar signal ybu so that

you can adjust your volce to the class.

~ Rate of speed. Rate of speech should be governed by the thought, idea,

or emotion that is being communicated to thelstud ants. Complex material

'should.be orﬂsenbed slowly. Thz instructor should also conglder the

laarnlng ablllty of t 12 class in dgterWLnlpv his speed of delivery.‘;
Cnange_ln the rate of spoaking wlll croate plesasing variatlons and
producé erphasis. Zxpression and variety can bs obtainsd by a

change in pacp - Advanﬁe your spaad once in a while, but also slow

o _down or pauuo occnsxonally to lmnd varlety and emohasis., Eﬁginning

ﬁ"instructors should tana reuora a presentablon to check the rate of :;;'

"‘speach, Between 120 and 150 wo"ds p@r mlnute, zs a normal speaglng

 ?3£3;  If you speak over 160 vords pﬂr mlnuta, studenﬁs maj have ‘1‘

o dlf;lculty k»eblng up wlth you; 1£ you speak under 90 uords per

nlnute, you. normally uxll cause sbudents to lose 1nterasb.; Over- -

rapxd dcllvery tends to confune utudant o&er-dollberate dellveny “:

 t8Hda to irrltata them.
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' - decisive; the "er-r-r", "ah", or "uh-h" in the pause is a nental :

do'

crutch thatfinstruétors cannot afford to use. The deliberate pau

.‘should not be confuaed with the uncertaln hesltatlon._ Pauses are4a co

definite part of the art of speaflng.

Enunclatlon and nronunczatlcq. Inotructors must speak clearly and

. k\~

. distinctively. Strlve for clerltr of err6351on. It makes no

| '}dlfference vhat part of the country ybu are from; enunciate clearly,,

and students from all parts of the country will be able to understand'

you. It's not necessary to change your whole pattern of speech.~‘

- Pronounce or accent each syllable dlsxlnctly and clearly. It may be

neCussary to enunciate riors forcerully and dellbvr@tely when

lnstructlng a large group uhan when carrying on a conversation. Be

' .partlcularly careful to enunclate each oyllable of new terms that may

 not ba common to the vocabulary of your students. Avold slurring,‘

tn,svalloalng, or mumbllno Jordﬁ.

 ‘Thlnk1n? shile soea&ina. Spawxlng 13 rot a purelg *echanical

proceclurv InaurucUors' vords rust nct only be smo&en clearl; and

":‘distinctly, J nust aluo be cnosnn and wroupad to express clear

~and deflnlte 1deﬂs.‘ Ap idea to oa ewperued cﬂegzlf, nugt flrst ba f

- thougat oat. 1g deas are fo*mulaned vltn words. Taﬁ fauj+v'vh01ce of 2

'”‘wordo that makeo for weak expresszon is 1nd¢cati"e of faulty, heak

,‘thinalnv. Learn to tnlnx wnile standlno before the class, ta1n5 on V‘x

;a?ycur feﬁt. Durlng the puuse that foTlowp‘a otatembnt, forﬂulate the ;>l

”3?5next ventence.k As you spegk th;nk about Jhat you arc sajln If

lzpyou have dlfflculty flnding words to express yourself when standlng

f;fbefora your claso, try ertlnp thc Ley poznts of uhe leuson, in short,

 fffcomp1et isentgnces.A You<can clarify your thinklng and 1mprove yon;5




prosentation by writing the complete text of what you intend td

say; houever, an outline, rather than‘the written lesson, shouldl‘t'

. bé|used when actually presenting the material. As a last resort;?"

memorize key statements.

F. Develop Effectlvs Specch Hablts.

1.

A crltlc 1 understundino First, develop a critical understandlno of'ffi' S

: why'the sneech of others is elthor good or needs 1morovement. Wnile ’,‘
llstem.nu to a televmslon or adlo speaker, try to analyze the speech"”

,techniques‘emplcyed. In other words,,become alert to how others speak,J7
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fqua11ty“ It's a flat failure in poor speaking. To succeed, either.

 GENERAL RULES OF COURTESY

- Be 1ate in arriving’ for the sess1on and make enough commot1on
to attract notice when you enter. Be sure to shake hands w1th fr1ends

on. the a1s]e while your predecessor is talking.

'-If a pub11c~§ddress system is ava1]ab]e, avdid it.( If one is not
;\avaJIable,kcomplaln that you cannot speak decently without one; then

proceed in a slow monotone. If you speak before a microphone and to
a radio. aud1ence, let the audience before you go hang. Your outside
aud1ence is. greater and, natura]ly, far more’ 1mportant - '

“As for- eﬂoo, or speaking rate, try to cultivate extremes of

‘either“75 or 200 words a minute. Avoid 125 words per minute - it's -~
a dull rate, and, if you should enunciate d1st1nct1y, you gamb]e on‘

havxng your hearers understand individual words.

1f you have a spec1f1c purpose, conceal it. Nhen‘you useecharts -

or diagrams, make them small and the lettering faint. Talk to the

chart rather than to the audience. If you use slides or film strips,

make certain that the projector does not function. This will allow
you to make small sketches on the blackboard with your back to the
aud1ence while you talk in a ]ow, confidential voice. o

B Rrxters of textbooks on speak1ng always harp oh conversat1ona?

talk to yourse]f or nake an oraticn. Conversing directly w1th the

A’;aud1ence 1s JUSt another one -of those. 1mpract1ca1 modern theor1es.i

A sure- f1re stratagem is to ensure somehow that your hearers

'ware‘phys1ca11y uncomfortable. If it is a warm day, see that the

windows are kept closed, for poor ventilation Tulls peoplie into

‘thinking (but not about what you are saying). Don't forget to .

arrange for.strong Tights in the audience's eyes. This is the

same device used so successfully in ~-the third degree.g Again, have
the .folding chairs wedged so closely together that there is no room =
between persons. Don't ask those in the rear of the room to come

‘, forward - 1t‘s v1ta1 to keep th° auchencn scattered

o Insu1t your’ listeners. Either exp1a1n theor1es w1th wh1ch o

‘they are already familiar or tell them they wouldn't understand if
- you did explain.. After a11 they can a1was read your book 1f they ‘
,want rea1 en11ghtenment : o e A

‘Do not exert your lung power If you . w1sh to. succeed,speak
so ‘that the man in the back row wishes he were in the front.row,
the man in the front row wishes he were on the platform, and the _

fe'man in ‘the middle of the room w1shes he were back hone Th1s
7,;comp1ete coverage.;i, T R , :




If you know you have only five minutes left, tr1p1e your rate
and get in every word. Don't lose a s1ngle sentence

‘When the speech is over, forget it. Don t recall‘audienCe'vf
reaction during the speech. It is nobody's concern, except .

- possibly your own, whether you made yaurself clear or whether

you persuaded anyone.

. THE SPEECH

Use long and involved sentences throughcut. Join clauses with‘
and, but, and however frequently. If your sentences run about four-
teen words in length, you risk becoming downright perspicuous. Shape
them into rounded per1ods like those of Edmund Burke and William
Pitt. A sentence is scarceTy worth utter1ng if it is Iess than
150 words 10ng ,

Stretch out‘the épeech. Repeat your points. 'Present the
same idea in any number of different ways. Then backtrack and start

: a11 over Never,organ1ze your speech - it's too confining.

Avo1d humor'11ke the plague. If you te]] stories or anecdotes‘
or. cap1ta11ze on amusing incidents of the meeting, you will be
marked as an unlearned and unscientific person. Try to stupefy.

‘Look dull and act the part (It may take less effort than you think)

Nhenever poss1b1e use anticlimatic order For making a‘rep?
utat1on, there is nothing l1ike letting down your listeners.
Aristotle says that a speedh should have a beginning, a middle,

and an end. He was right about the first two parts, but the best
~poor speeches have no end. Those who unload them just go on and on,
"The past masters cultivate the false, or pseudo, conclusion. You,

too, can temporarily arouse your audience with such phrases as
“in conclusion,” "To summar1ze," "To concTude briefly," “Let me
now restate," "Iwant to agawn recap1tu1ate :

Don't leave any t1me for questions or d1scuss1on at the end of
the talk, but if ou are caught unawares, give one or two curt, f11p—;
pant rep11es and sit down. With you the weapons to Use are - .
sarcasm, disregard of the main pownt argument adhom1num, and some
11] natured quest1ons of your own in return. RO , o

‘The best-known speakers have become persona]wt1es Audiences
selfom remember what they said. The moral for speakers on scien-
tific subjects is: Let your audience remember you, the speaker,
and not your speech. : e SR




"The rules for poor speaking are simple. The 1nherent good
character of the speaker or his education and experience have little
connection with them. The classical concept of the good orator being

- the good man skilled in speaking needs to be re-examined. A 1948

version is better: The poor speaker is the inadequate man with
nothing to say who hevertheless can painfully consume 30-60 minutes

of an audience's time without profit and without the s]1ghtest
~ qualm of consc1ence ‘

Don' t begin now or later to look at any bocks on speech
organization or delivery. You will regret it if you seek advice

- on how to improve your speaking. If anyone suggests that you

have a recording made of your voice, shun the idea. You will be

~d1s111us1oned and may even become so upset as to want to do some-
thing about improving your voice - always a dangerous symptom of

1nc1p1ent good speaking.

‘Made in United States of America
- Reprinted from the Scientific Monthly
- Vol. LXVI, No 1, January 1948
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“HOW TO SAY A FEW WORDS

©, 1366, by Nation's Business 492

Your audience appreciates nothing so much
as brevity. So stand up, speak up, shut up

In a big city hotel, a group of busy businessmen
had gathered for a three-day conference. On the
third day a speaker addressed them after lunch.
Everyone was overinformed, overfed and tired of
sitting.

The speaker, however, seemed totally unaware of

... their condition.

N After 45 minutes—during which he missed three

excellent opportunities to stop—he said: “Tve talked
too long and covered only half my speech.”

From that point on, his words were wasted. For
his trapped audience had but one panic thought:
How to escape.

Yet had he only considered his audience first, he
would have been able to:

e Say a few words.

#» Make a few points clearly.

» Inform, rather than antagonize, his busy, influen-
tial listeners.

In this fast-moving age, the speaker who can
state facts or inspire listeners to action in a brief
speech possesses an invaluable skill.

Brevity is difficult to achieve. The secret is prepa-
ration. It takes much longer to prepare a five-minute
speech than an hour-long oration. But the effort
spent on preparation is a good investment, because
it helps you make the best use of your time while
making the speech.

Speeches, like manufactured products, should not
be created in front of the consumer. To sell him,
vou must present him with a finished product. In
the same way, a speech should be delivered in ifs
polished form, not manufactured before the audience.

Clergymen are often the brunt of jokes about

- the lack of brevity. A lad, having attended church

, /‘l Epwarp S. ZeLLEY, the author, is an accomplished

writer, public speaker and a former pastor in New
Jersey, Delaware and Ilinois. He is now Midwest
representative of The Methodist Publishing House.

for the first time, was asked how he liked it. “The
program was good,” he replied, “but the commer-
cial was too long.”

However, I have heard plenty of boring speeches
from businessmen. Some businessmen seem to feel
a sacred attachment to every word which crosses
their mind when they prepare the speech. They
are incapable of cutting the speech to make it brief
and alive.

Others talk “off the cuff,” resulting in a jumble
of ideas too assorted to classify. Some use the
tactics of the old-time orator and keep the audience
awake only by the loudness of their voice.

Any attention these speakers get is due to the
fact their audience is in their employ or in their
debt.

Neither how loud it is, nor how long, is any test
of the excellence of a speech. In an age with so
many demands on our time, the man who gets
ahead is the one who—in a private conversation
or a public address—can say what he wants to say
in concise, crisp seniences, remembering the adage:
The mind can absorb no more than the seat can
endure.

How to write a short speech

A short speech is like the budget when business
is bad—everything in it must count for something
or be cut. There is no easy way to prepare a brief,
meaningful speech. You must work, work, work
to plan what you want to say in the clearest terms—
and stick to that plan at the time of delivery.

You will achieve brevity primarily by editing.
First write down your thoughts as they come to you
without any concern for style or polish. Next go
over these ideas, arranging them in logical order
so they will be easy to remember. Then cut every
sentence fo the fewest possible words—and use
simple words.

When the famous clergyman, Norman Vincent




How to organize your talk

One of the best formulas for organizing a speech
is given by a public speaking expert, Richard C.
Borden. He says the four parts of a speech could
be classified as:

e Ho hum.

o Why bring that up?
e For instance. . . .

® So what?

The “Ho hum” suggests you are facing a bored,
suspicious audience who must be wakened to an in-
terest in what you have to say. Mr. Borden says:

“Don’t open your speech on safety first by say-
ing, “The subject which has been assigned to me
is the reduction of traffic accidents.’

“Bay instead: ‘Four hundred and 50 shiny new
coffins were delivered to this city last Thursday.’”

If your speech is on civic improvement don’t
start, “I have been asked to tell you about the prob-
lems of our community.” Rather say, “Eleven stab-
bings in 12 months at the Little Corner Inn have
made some citizens aware of the civic problems we
must face together.”

Bring subject close to home

“Why bring that up?’ indicates that after you
have gotten its attention you must tell your audi-
ence why it should listen to what you have to say.
In the safety talk you might point out that one of
those coffins may be for you or one of your friends,
unless the warnings are heeded and the proposed
suggestions acted on.

“For instance,” of course, means you should uge
plenty of lively illustrations and examples to clarify
the points you are trying to make. On the subject
of safety you could use actual cases depicting the
hazards persons face daily which might lead to in-
jury or death.

Iustrative material may be found in your boy-

BN

hood days, incidents from the lives of your frlendsQ

or of famous people from newspapers, periodicals
or books on science, art, sports and the like. Each
example should be: Illustrative—it should have a
point; clear—meaning well expressed; specific—or
definite; animated—-with life in it; colorful—not gray;
timed—for climax.

“Why bring that up?’ and “For instance” are
the meat of the sandwich. They fit between the
opening, which grabs attention, and the closing,
which restates the theme and asks for some kind
of action.

Referring to “So what?’ Borden says: “The end
of your speech, like the end of your pencil, should
have a point.” Tell your audience clearly what
you expect them to do about what you have been
telling them.

Tips on preparation and delivery

Beside preparation of the speech, there should
be some preparation of the person who delivers it,
namely yourself.

Keep in mind the need to speak loudly enough
and clearly.

If you tend to mumble, work on the physical
matters of speech. If you want full effectiveness,
get a good book and give some attention to voice

control, breathing and use of the body to convey{

meaning.

AN
Giving a brief talk involves the whole being—

body, mind and spirit.

Use your body-—a clear voice, proper breathing
to emphasise your words and gestures to help con-
vey your thoughts.

Use your mind in the proper preparation of your
text and outline, in editing, rewriting and remem-
bering.

Use your spirit in both preparation and the de-
livery—in being yourself and in being sincere.

Do not be discouraged if at first you do not come
up with a masterpiece.

Remember, in making his record of 714 home
runs, Babe Ruth struck out 1330 times, and pitcher
Cy Young, known for the 511 games he won, also
lost almost as many.

In one African village a long-winded speaker is
silenced by cries of “Imetosha” which means
“Enough.” Another allows a man to talk only so
long as he can stand on one foot.

As someone has recommended: “Stand up, speak
up and shut up.”

It is easy to talk, but hard to be brief. But if
you believe in yourself, have something to say, say
it sincerely and in a few words, men—in these busy
days—will fall at your feet in gratitude. END

T

C
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Testing has been around gince 2200
B.C. when the Civil Service system of
China hegan conducting  competitive
tevty, The emperor exartined his officials
every three yeors to determine their
fitness for continuing in office. After
three exuminations, officials were either
promoted or dismissed. Sounds familiar
doesn't it!

Qualitics of o Good Test
In order for a test to measure what
you want it to measure, it must have cer-
tain qualities. These are
1. A test must be ohjective.
A test must be constructed so as not to
influence the student in any way.
. Atest must be valid.
Test items must cover only the mate-
rial presented in clags or aasigned.
3. A test must be reliable. .
A reliable test will yield the same re-
sults time after time, But remember, &
test item could be reliable and not be
valid for that course,

[

What To Test

Persons who make up tests should
identify the main course content areas.
They should identify what makes up the
larger categories of subject material.
These items should then be classified or
listed in terms of simple to complex. lden-
tity what are the important items: (1)
terms or concepts to be defined or illus-
trated; (2) facts or specific types of infor-
mation to be gotten across, such as dates,
events, outcomes; () rules and principles
which interrelate the above specifics
(terms and facta); and (4) processes and
procedures which are involved in apply-
ing rules and principles. These important
items that have been identified will then
become your test items, because hope-'
fully, these have been the items that you
have been teaching in class,

Types of Test Insiruments and Meas-
ures

There are hundreds of types of tests
and measuring devices but they can be
grouped very easily into the following:
1. Oral uestions, Used generally as a

spot check in class or field training as
a means of understanding a student’s
grasp of the concept as it is being
taught,

2. Written tests. Generally based ot in-
formation and understanding of facts,
principles, and procedures. Usually
based on knowing, and attitudinal
content {or cognitive and affective, if
your prefers,

3. Performance tests. The student is re-
quired to perform or demonstrate all
or part of a procedure, Performance
tests are based on the doing of perfor-
mance elements of the instruction the
student has received.

4. Observation of students at work. Rat-
ing scales can be prepared that list the
skills necessary to perform the tusk.

Common Ty pes of Written Tests
Drue-False

“True-false is one of the most commion
type of tests. It is generally useful for
testing large amounts of informationina
short period of time. True-false testing is
less reliable than other types of testing
instruments because there is more
chance for the student to guess the cor-
rect answer, and it tends to measure
memory rather than understanding of
application. A good true-false test should
contain at least 50 items. The theory is
that the more items in the instrument the
less chance the student has of guessing a
high percentage of the answers correctly
or incorrectly.

A good true-false question contains
only one statement which is either all

Mudtiple Choice
This is no doubt the most popular type

of testing found today. Techuically
speaking, it contains & stimulus state-
ment that is referred to as a “stem.” This
stem is in the form of either an incom-
plete sentence or a direct question fol-
lowed by a listing of alternative answers.
These alternatives are referred to as
“foils” or “distractors.” There is no set
number of distractors that are to be used;
however, four seems to be the generally
accepted number. Here are some hints to
help you make up a good multiple choice
test,

1. Keep the stem question or statement
gimple and short.

2. Make the digtractors consiatent with
the language used in the stem.

3. Keep the distractors short.

4. If at all possible, keep the stem word-
ing positive.

5. If you 'use negative
line the negative word, Example:
“Which of the following is not true?”

6. Two of the distractors should be com-

"

g, under:-
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7. Avoid placing the correct angwer al-

=~ ways in the same spot. Many instruc-
tors making up their own test items
tend to place the correct answer in the
third spot or distracter “C.” The
reasgon for this is that the test writer
finds a good question for a test item,
thinks of two good distractors and
then places the correct answer in posi-
tion and then is faced with the neces-
sity of coming up with something com-
pletely off the subject to make up the
fourth distractor.

Many students are "test wise” when it
comes to taking a test that was made up
by an instructor, They know, for exam-
ple, that many times the longest answer
is the correct answer, This is because the
inexperienced test constructor fre-
quently makes the correct answer over-
generalized, overqualified and quite
wordy.

Matching
Matching is a modification of the mul-
tiple choice test. It contains multiple

- stems as-well as multiple alternatives.

Maiching has an advantage over multi~
ple choice questions in that it requires
less space and 18 sometimes easier to re-

true or ali false. Good ple: Comb
tion is an act or instance of burning, Poor
example: Combustion is always spen-
taneocus.

Here are some suggestions for writing
true-false teat items:

1. Make sure that you do not fall into the
trap of having one-half of the state-
ment true and the other haif false.

2. Make about half of all the questions
all true and the other halfall false and
then mix them up at random so that no

" pattern of responae clues exists.

3. Avoid double negatives.

4. Try to keep the language simple.

5. Make the statements as short as possi«
ble, as long statements tend to lapse
into sometimes true and sometimes
false.

8. Avoid game playing and trick ques-
tions.

7. Avoid words like: always, sometimes,
usually, may, all, never. This type of
word will help the student guess the
correct answer. Often this type of true-
false question is ambiguous enough to
be either true or false.

8. Do not make true statements longeror
shorter than false statements.

9. Avoid copying sentences from the text
b many stud r ber the
exact wording but have no idea of
the meaning or usage of the items
studied.

pletely false statements. Cne of the spond to by the student.
distractors should be close but com-
pletely wrong. And the fourth should
be the only correct anawer, continued on poge 3
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Constructing Tests

continued fram page 1

The stems are generally placed in the
celumn to the left. They may be given
item numbers. A place for writing the cor-
rect alternative’s designator is provided,
Alternatives, whichk are in 8 column to
the right (or below if necessary), should
be given an alphabetical designator.

Alternatives should be placed in ran-
dom order; no pattern should exist. In-
structions should be spevific and com-
plete. Ideally, each stem should have one
correct alternative. Tomake alternatives
correct for more than one stem, or maore
than gne alternative correct per stem
complicates an otherwise straightfor-
ward testing device. If students find this
confusing, the reliability of the test is de-
creased.

Essay

While subjective, the essay type ques-
tion has its place in the testing process.
This type of guestion gives the test taker
a chance to express his or her own feel-
ings about a subject in their own words,
Algo, an essay answer gives a person 4
chance to express higher thoughts or in-
clude items that were learned in other
courses.

However, essay testing should be
used Jightly. Lengthy type essay ques-
tions should be avoided. Hesponses
should be short and concise.

An essay test takes proportionately
more time for the student to take, and
more Lime for the instructor to grade, The
subjectiveness makes essay answers
difficult to acore. If the essay answer is
read by two or more persons, they may
disagree with the answers given and
grade differently. Many times the in-
structor rates the handwriting or gram-
mar rather than the response.

Identification

This type of test is perhaps the most
visual of all forms. It has features that ap-
peal to many instructors. An actual pie-
ture or drawing from 2 textbook may be
used and the student asked to identify the
ohject or its componenta. In this type of
test item, the instructor should be sure of
the response that will be acecepted as cor-
rect, or be prepared Lo accept alternative
answers. If only one unswer 1 corvect,
then the instructor must make sure that
it was taught and learned in that form
and no other,

Campletion

This form is merely the presentation
of an incomplete statement and the stu-
dent ia asked to fill in the missing key
word or phrase. It i important here to
make the statement as unambiguous as
possible. This type of test item is one that
requires rote memory. It must be learned
exactly as the instructor intends the st~
dent to answer.

W hat to Keep in Mind for Teacher
Developed Tests

Test yuestions should be based on the
mare important facts, theories, and pro-
cedures in the subject area. It is impor-
tant to keep the course objectives in mind
al all times.

Make sure that the test questions are
not so general in nature that the intelli-
gent student can figure out the answer
even though he knows little about the
specific  subject. Intelligence testing
should be ieft to an intelllgénce test de-

signed for that purpose. Do not use trick
questions,

The language in ail test items should
be the same that was used in the teaching
of the lesson, The reading difficulty of the
test items should be consistent with the
reading ability of the students. If the stu-
dent knows the answer but fails to re-
spond because of inability to read and un-
derstand the question, the reliability of
the test is weakened. Test items that use
illustrations and pictures may be more
valid for certain technical content, de-
pending on the subject and the reading
level of the student.

Make sure that the test does not
overemphasize a student’s ability to
memorize facts, This is a common prob-
lem in many tests. The ability to use and
apply facts and principles gives a more
valid measure of achievement.

When writing a test, it is a good idea
to include recognition and calculation
items. In order to evaluate the depth to
which a student has learned, some items
may be included which ask the student to
make a judgment. A good example of this
would be to choose the “best answer” from
among & group of correct answers.

Administering the Test

Btudents like to know where they are
going and how they are going to get there
a8 well as when. An instructor might like
to prepare the student’s mind by an-
nouncing a regular testing schedule. Al
tests should have written instructions at
the top. Students like to ask questions be-
fore a test. A wise instructor will allow
time to answer any last minuie gues-
tions. Some of the things that you may
want to consider as possible student ques-
tions are: 1, Do we work from front to
back? 2. How much is each guestion
worth? 3, What do we do when we are
finished? 4. 1s there a penalty for gues-
sing?

After the test is handed out, the inv
structor or test administrater should
stand quietly at the front or rear of the
room and observe the reaction of the stu-
dents to various parts of the test. There
should be some type of pre-announced ac-
tivity to occupy those who complete the
teat before the allotted time iz over. Make
sure that names are on all papers or scrib-
ble gheets. This sounds like a simple mat-
ter but it is the most commen problem in
testing — no names on the examination
papers.

Pretesting

If you want to know how much your
students aiready know or how to intro-
duce your subject matter before tenching
it, you may consider the pretest, This is a
very practical technique when teaching
other instructors or other individuals
who are somewhat knowledgeable in the
subject. The pretest can be especially
helpful when an instructor is facing deci-
sions regarding eliminating or modifying
course items. When using a pretest as an
instructional tool, you should use ques-
tions of a general nature. That is, the
items should be key points from the les-
son, hot obacure facts. In pretesting, the
actual questions from tests will be given
the students; do not make up special pre-
test questions in an effort to save your
“real” ones, The pretest can be a valuable
tool in determining what points to high-
light and what points te only touch upon
lightly.

Conclusion

Testing and test making does not
have to be a painful experience. Because
s0 much is resting on the students and
their performance and knowledge in the
field, testing is important. Studenits need
to know whero they stand in the rank and
file of their peers. As a result of the test-
fng procedure, each student will be able

to move forward in areas of strength and
will be aware of aress of weakness, Test-
ing and test making may be the keys to
better teaching.
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