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HISTORY 

The Grande Prairie Women's Residence Association was forrred in September 
1979 in response to a clear need for short-term acconunodation for women. It was 
the height of the boom years •. Housing was at a premium and there were a lot of 
women who had no place to stay. The MLA for Grande Prairie at the time, Elmer 
Borstad, along with a group of interested people from the community began to 
docurrent the need for a women's shelter in Grande Prairie. Their first meeting 
was held at the home of Mrs. Margaret Bowes. 

The Association incorporated as a non-profit society and worked from 
September 1979 to May 1980 on the needs assessment and a budget proposal and 
operating plan for a shelter. At that time the Federal Government approved a 
summer student works grant of $11,900 to meet the cost of operating a residence 
for June, July and August - providing a building could be found. 

A Vacant, central ly-1 ocated, o 1 de r home was found and a month-to-month 
lease negotiated for it's use. It was called Croken House after the original 
owner. Health, fire and Municipal Planning Commission requirements were met after 
some renovations were made. With a $3,000 emergency grant from the Unjted Way to 
cover rent and utilities for the summer, Croken House opened on June 9, 1980 with 
10 beds and 4 staff. 

The residence received tremendous community support. Donations of beds, 
bedding, appliances; furniture came pouring in. Croken House lacked funding and 
licensing for full food services or laundry facilities. Wapiti Lodge, the men's 
hostel, allowed Croken House residence to eat lunches and dinners there as well 
as do house 1 aundry. 

Nearly 100 people attended our offi ti al opening ceremony June 25, 1980. A 
further grant was approved by the Federal Government enabling a staff increase to 
five. 

In late June, 1980 the Province announced approval to an $18,000 one-time 
grant to the Association. This allowed the residence to continue operating at the 
end of the summer student project. A permanent supervisor was hi red in place of 
the surrmer student staff. The new supervisor promptly drew up a volunteer 
training program, which was implemented so that volunteers could augment the 
bare-bones staff. 

The search for funding continued. The Province had a policy for ongoing 
funding for men's shelters but had no policy for women's and therefore could not 
fund same. MLA Elmer Bors tad got a committee of MLA' s to recommend just such a 
policy. Croken House stayed open through the winter on private donations and 
another one-time only grant from the Province for $19,000, which arrived February 
1981. 

By January 1981, only eight months after opening, it became apparent that a 
ten bed shelter was not big enough. Full meal service was needed as well as a 
play area for the children and more office space for the staff. Not only was a 
larger facility needed but the service needed to be adjusted to provide the 
necessary support to the many battered women who were coming to the shelter. 



- 2 -

A building committee was for1red to look for a larger facility. An 
application to purchase a new facility was presented to the Clifford E. Lee 
Foundation.in March 1981. The application was approved, with the Foundation 
agreeing to make the down payment on the present residence. The Association 
carried the mortgage until August 1983 at which time the Foundation agreed to pay 
off the balance owing on the house. 

Meanwhile in-service training for staff and volunteers was initiated as was 
a modest public speaking program to increase community awareness of Croken 
House services. 

In April 1981 the long awaited government policy was announced to provide 
support for operating costs of women's shelters. Association representatives 
attended province-wide meetings to help develop detailed policy guidelines and 
were among the founding members of the Alberta Council of Women's Shelters. 

Two obstacles arose before moving into the new building. One was an appeal 
to the Municipal Planning Commission by residents in the area who objected to 
having the residence in their neighbourhood. The Development Appeal Board ruled 
unanimously in favour of the residence at the hearing. The other obstacle was 
the need to carry out extensive renovations to change the existing fourplex into 
a workable residence. The renovations were a major job and again the community 
support was tremendous. About twenty local businesses donated their labour and 
materials for the project. 

The new facility opened in September 1981 and was able to offer full meal 
service as well as secure doors, suitable office space, private counselling 
areas, and ample play areas both indoors and out. The services of an itinerant 
teacher was arranged for the chidren. Along with the new building came a new 
name - Odyssey House - to signify the beginning of an epic journey. 

In October 1981 an application was submitted to the Secretary of State for 
funds to set up a resource centre and train volunteers to speak on family violence 
and Odyssey House services. One staff member was designated Public Education 
Coordinator. Since the expiration of that grant the Family and Community Support 
Services funds a one-half time public education position. 

In the winter of 1981/1982 the Parks and Recreation Department responded to 
an application for money to install a fence and play equipment in the back yard. 

Also in 1981/1982 a full-fledged Child Care Program was initiated. A full 
time Child Care Coordinator was hired to work with the children in the shelter and 
with the mothers. The philosophy of the program is to strive to meet the total 
needs of children in transition. 

In 1984 Odyssey House spearheaded and remains a part of the Regional 
Steering Committee on Family Violence whose mandate is to coordinate services for 
women and children who are victims of family violence in the Northwest Region of 
the Province. This region covers approximately one third of the province and has 
only one residence. This Conmittee recommends to the government services required 
to address the area of family violence in this region. 
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. In April 1984 Odyssey House initiated an Inter-Agency Committee to Address 
Family Violence whose mandate was to set up a treatnient program for men who 
batter. On February 17, 1986 the Treatment Program for Men Who Batter began. 

In January 1985 the first support and therapy group for battered women 
started. A therapist was hir.ed to facilitate the group and house staff acts 
as co-therapist. 

Early in 1985 Federal funding was received to run a one-year project to 
provide follow-up services to battered women and their children after leaving 
Odyssey House. This program is designed to provide friendship and emotional 
support to those families as the worren make the transition to independent living. 

To further meet the needs of women in battering situations, in November 
1985 Odyssey House initiated information groups. These groups are conducted in 
the house four mornings a week from 10:00 a.m. until noon, and are open to 
residents and non-residents alike. The information covered in the Monday and 
Thursday groups is on battering and the Wednesday and Friday groups help battered 
women to build on their parenting skills. 

Expansion to the existing facility began December 1985 and provided the 
house with a much needed addition to the indoor play area, as well as more 
office and resource centre space. 



ODYSSEY HOUSE 

Public Education Program 

The Odyssey House Public Education and Awareness program began in September 

1981. The program is facilitated by the Public Education Coordinator, who 

works under the direction of the house Supervisor, and in conjunction with 

the Public Education Committee. The committee is chaired by an individual 

who is a member of the Homen's Residence Board of Directors. Jl.11 information 

used for presentations is standard information approved by the Public Educa­

tion Committee and updated on a continual basis. 

Volunteers speaking on behalf of Odyssey House are required to attend 

a public speaking workshop. They will accompany the Public Education Coordin­

ator, or a trained volunteer to initial public speaking engagements, and will 

present to their first audience with the assistance of the Coodinator or 

trained volunteer. Ideally all public speaking engagements will be attended 

by at l east two members of the Odyssey House organization. This will ensure 

more complete coverage of information, and provide additional insight into 

the analysis of the audience and overall presentation. 

When Odyssey House receives a request for public education, the request 

is forwarded to the Public Education Coordinator. The Coordinator may answer 

to the request, or may arrange for another staff member or volunteer to 

respond to the request. The individual responsible for the task will then 

contact the agency or organization making the request, to arrange for the 

speaking engagement. 

To enhance our public education objectives, Odyssey House has compiled 

a resource library, with materials available to all Grande Prairi e Women's 

Residence Association members. Annual memberships may be purchased by indiv­

iduals for $5.00 or organizations for $20.00. Odyssey House also distributes 

pamphlets on the House services, battering and on the battered women's support 

group. The pamphlets are available in both French and English. 



The public education material is preventive as well as informative. The 

degree of preventiveness increases with the heightened community awareness 

and personal commitments to decrease the occurance of violence. 

Odyssey House commitment to a high standard of public education insures 

that volunteers are equipped with current, accurate information, This goal 

is achieved through review of new materials, through workshops and through 

inservice meetings. High standards in quality of service is an ongoing 

commi tme n t. 



4.b) OBJECTIVES OF PROJECT: AWARENESS

Te rm of Projects: January 1, 198 7 to December 31, 1987 

Project Objectives: 

1. Encourage communities to work co operatively to prevent the occurance
of wife assault and family violence through:

a) participation in regular community events to increase awareness
in the area of wife assault and related problems, and to familiarize
the public with current resources and services available in this
area.

i.e. - display and information booths

public education components in pre-marriage workshops 

- workshops on family violence during family education week

- presentations to schbol teachers at annual conventions

- respond to requests for information and presentations

b) maintain a resource library on issues pertinent to Odyssey House
with special emphasis on family violence. Issues to be included
but not limited to:

- children in transition

- s u i c i de and de p re s s i on

- self-esteem building

- single or co-parenting

- alcoholism and drug abuse

- women in the work force

Target groups for library usage to include but not limited to: 

- residents of Odyssey House

- staff, Board, volunteers and membership of Odyssey House

- educational instructors and students

- me di cal staff

- social services staff

- community groups i.e. South Peace Council of Women, etc.



Project AWARENESS resources are used in the Battered Women's Information 
Group operating twice a week. The group focuses on information 
including: 

- Definition of Battering

- Causes of Battering

- Characteristics of the Men

- Characteristics of the Women

- Why Women Stay

- How Battering Affects the Children

Project AWARENESS resources used for the group include the films: 

- Up The Creek

- Shifting Gears

- De ck The Ha 11 s

Materials to be purchased this year intlude: 

- No Place to Hide

- How to Talk So Kids Will Listen

2. Coordination and implementation of the volunteer component to provide
resource people in Grande Prairie and area to speak on family violence
and on Odyssey Rouse services. The desired outcome:

a) to dispel the myths surrounding family violence

b) to demonstrate the need for services and support

c} to develop an effective multi-disciplinary system for
women and children in need.

Target groups to include but not limited to: 

- community groups

- high school and college students

- R.C.M.P.

- medical staff

- social service agency staff

3. Ongoing promotion of Odyssey House and the services provided through
the distribution of posters, pamphlets and other promotional materials.

The above objectives were developed to meet the Society's original 
program objectives. 



GRANDE PRAIRIE WOMEN'S RESIDENCE ASSOC. 

Public Education Coordinator 

The Public Education Coordinator works with the Public Education Committee 
and the Supervisor to obtain direction in program development and to ensure 
Board awareness of Public Education activities. 

Principal duties: 

1. Responds to the need in the Peace River region for public education in
the areas of family violence and services provided by the G.P.W.R.A.

2. Develops and implements public education programs on family violence
and the services provided by the G.P.W.R.A.

3. Works with the Volunteer Coordinator to develop volunteer assistance
to carry out public education programs. This includes:

a. Working with the Public Education Committee in setting
up workshops for training public education volunteers.

b. Interviewing and selecting public education volunteers
with the assistance of the Volunteer Coordinator and
committee mernber(s).

c. Developing ongoing training for public education
volunteers with the assistance of the Volunteer Coordinator.

4. Operates a library of resource materials with special emphasis on family
violence. Other topics will include child care and development, suicide,
women in the labour force and women and the financial system.

5. Promotes Odyssey House activities and programs as required by the
Supervisor.

6. Develops and implements special public education programs as required.

7. Coordinates publication and dis_tribution of a quarterly newsletter.

8. Keeps a record of all news releases, newsletters and press clippings
relating to the G.P.W.R.A.

9. Keeps a record of all public education activities conducted by staff
and volunteers.



EXPECTATIONS OF PUBLIC EDUCATION PRESENTERS 

1. Public Education Presenters will participate in a public speaking work­

shop. Presenters will accompany the Public Education Coordinator or a

trained volunteer on their initial engagements. Two to three represent­

atives of the shelter will attend all public speaking engagements when

possible. Before you go, decide who will speak when, to avoid confusion

when you are in front of your audience.

2. Always carry a copy of the presentation request form with you in case:

- you get lost
- you lose your own information on when, where and contact person
- the unexpected or unknown factors

3. Always plan an extra 15 minutes into your arrival time. This will ensure

that you have time to set up your equipment and establish some degree of

comfort before you begin. The extra time may also give you grace if you

should become lost.

4. Dress appropriately but not in a way that will make you uncomfortable.

Remember you are representing the shelter and speaking on topics that

people often feel uneasy with - realize that your audience may be quick

to identify you with the type of person who may experience these problems

and themselves with the type of person who has nothing to worry about.

Any radically different language or dress will only encourage their dis­

association from the topic.

5. Take along handouts: pamphlets, information sheets or articles, etc.

This helps to generate information about the shelter services, about the

presentation topic and will also serve as a reinforcer to your speech .

6. Give your audience suggestions on how they can help. This may be their

personal commitment to act to decrease the acceptance of violence in our

society, or it may be volunteer or temporal assistance to the shelter.

In this way your audience is left with a challenge rather than a sinking

feeling of hopelessness.



7. If you are experiencing any negative feelings or problems towards the

shelter, speak to the Public Education Coordinator before accepting any

public speaking engagements. It is inappropriate and unacceptable to

project negative feelings or information about the shelter to your

audiences. Our public support is gained through positive feelings of

trust and respect. As a volunteer you are encouraged to bring any concerns

forward, so they can be worked through to the benefit of all.

8. You may choose to take with you a blank request for presentation form.

You may also wish to take names and phone numbers for any interested

public education volunteers.

9. Following your presentation, fill in your Presenter Report Forms. This

includes an evaluation of your presentation, audience response and

questions of concern or interest. Attach this form to evaluation forms

if they were completed by the audience. The points you have logged may

be beneficial to the next speaker as well as to yourself. Routinely

take time to read up on Presenter Reports and evaluations.



PRESENTER FLOW CHART 

Request 

I 
Referred to Co-ordinator 

I 
P rese nte r Chosen ------

Request Accepted 

l 
Re q ue s t F o rm Fi l l e d 
re: Date, Time, Topic, Supplies Required, Type 
of Audience, Place and Length of Presentation 

I 
Confirm Several Days Prior to Presentation 

I 
Actual Presentation 

I 
Presenter Fills in Remaining Information on 
Request Form 

I 
Presenter Fills in Presenters Report and Attach 
to Evaluation Forms (If Evaluations were Completed) 

I 
Presenter Returns All Supplies 

I 
Co-ordinator Sends Thank You Card to the Group 
Requesting the Presentation 

I 
Presenter Fills Out Presenter Report Forms and 
Returns to the Co-ordinator Along With Any 
Completed Evaluation Forms. 

Re q ue s t De n i e d 

I 
Alternate Date Explored 

I I 
Accepted Denied 



POINTERS FOR EFFECTIVE 

PUBLIC SPEAKING 

1. COMMIT YOURSELF:

- invest your time and energy
- preparation overcomes fear

2. ORGANIZE YOUR THOUGHTS:

- be organized (introduction, points, conclusion)
- do research and sort out i terns
- reserve time to review your work

3. PRACTICE:

- everything
- do a dry run with a mirror, tape recorder or another person
- ti me yourself
- don't memorize (be spontaneous)
- don't read it (know your material and use your own words)

4. DO AN AUDIENCE ANALYSIS BEFORE SPEAKING

- who is out there?
- why are they there?
- what do they want from you?
- what do you want from them?

5. THINK SIGHT AND SOUND:

- present yourself credibly
- how do I look - to mys elf?

- to my audience?
- include the audience
- use eye contact - try to look at everyone at least once

- don't concentrate on one person or area more than another
- field questions effectively - make questioner feel good

- reinforce your point
- make sure what you are saying is understandable
- how do I sound - monotone?
-.talk up, emphasize, vary pace, change pitch
- watch body language - avoid folded arm stance

- use gestures to emphasize points
- use charts, graphs, films or other visuals

6. RELAX:

- stay loose
- arrive early enough to prepare
- recognize nervousness as common when public speaking

7. ENJOY:

- audience will enjoy you if you enjoy yourself
- gain experience
- there's a little "Ham" in all of us!

Adapted from fort Mc�urray Unity Hous e "Speaker's 13ureau Manual" 1985 



HELPFUL HINTS FOR SPEAKERS 

1. If you haven't been introduced to the group, introduce yourself and

your partner (if accompanied). If you are time limited you may request

that questions be written down and asked following the presentation

otherwise you may invite audience input.

2. Speaking - vary the speed at which you talk, when making an important

point - slow down. Use pauses effectively. When asking a question, real

or rhetorical - pause. Be sure you are speaking loud enough to be heard

in the back row. To be sure participants can hear each other, repeat any

questions or cor.iments. Avoid swearing or "hip" speech (unless you feel

it is appropriate or necessary). Be sensitive to the level of your

audience - for instance, don't get hung up on academic jargon unless

speaking to academics.

3. Body Language - use gestures that come naturally when you speak. Move

toward the audience when you want them to comment or ask questions.

Avoid putting your hands near your face, in addition to blocking your

voice, it is often the type of body language displayed by people who

lack confidence in what they are saying. Be alert to the body language

of your audience. "Closed" signals (arms crossed, turning away, fidgeting,

etc.) will usually tell you when there has been a change in the room

environment, or when you have failed to answer a question adequately.

When you pi ck up negative cues, check them out with your audience then

act accordingly. Smiling or interspersing "heavy" information with light

or even funny interludes will help your audience absorb and cope with

the "heavies".

4. Cues - give your audience signals to help them follow your ideas. When

covering a series of items, emphasize them by counting off the list.

i.e. "There are five (5) reasons for ..... first ..... second ..... " 

etc. Use transition words to connect ideas. Some examples of transitions 

are: - Introduction to a new topic. i.e. "Now lets look at the causes 

of the problem ... " 

Questions. i.e. "That raises an important question." 



5. Eye Contact - is very important to make your audience connect with you.

If you can't look your audience in the eyes, try selecting a few friendly

faces throughout the group and filter your focus among them. This

technique may eventually help you achieve the desired eye contact with

your entire audience.

6. Scripts - or note cards should be used only for reference. Reading a

paper •,·:ord for word is something an audience can do for themselves.

Write headings larger or use oversized type and use key words or phrases

to spur your own spontaneous response. True to life examples or anecdotes

will help afix your presentation in the minds of your audience.

7. When answering questions DO NOT BLUFF! If you don't know an answer to

a specific question, admit that you don't. You may want to research the

question later and get back to the person who brought it up, or send your

findings back to the group you addressed. If possible you may give an

example admitting that it is not necessarily the rule.

8. Pay attention to questions and information raised during your presentation.

Knowing and noting the concerns of one group may help you with your next 

engagement and will prevent your becoming stale and "automatic" in your

presentations.

NERVOUSNESS - SOME DEAD GIVE-AWAYS OF LACK OF CONFIDENCE 

Facial contortions: grimacing, frowning 

Extrem: gesturing: either flailing arms about or a frozen stupor 

High shoulders: tight and tense 

Poor eye contact: not looking at audience, looking at only part 
of the audience, looking only at cigarette, not 
looking at a person directly in her eyes. 

Smoking: chain smoking, lighting wrong end of cigarette 

Distracting gestures to head: scratching head, covering mouth, 
biting nails, hands over head (classic firing 
squad position), pulling at nose, ears, playing 
with hair. 

Clearing throat: or swallowing excessively 



Posture and stance: pacing, slouching, tapping feet, thumping 
fingers, fidgeting, leaning on podium 

Defensiveness: arms crossed over chest, making fists, talking 
through clenched teeth, tight mouth 

Voice problems: too low, too loud, cracking, ending every sentence 
with a question mark or the classic "feminine" 
titter, cluttering up sentences with "uhs" and 
"you knows". 

NERVOUSNESS - vJHAT TO DO ABOUT IT 

Use your nervousness to sharpen your awareness of the situation - don't let 
it use you. 

Don't drink. It dulls the senses (wait till later). 

Eat lightly before you go to an engagement. A heavy meal feels like a brick 
in a stomach that's about to fly away. 

Keep your body limber, in general. 

If your hands are shaking noticeably, keep them at your sides or in your lap. 
Motionless hands indicate composure. 

If you turn to face someone, move your whole body, not just your head or 
your eyes. 

Take a few deep breaths to relax yourself before you begin. 

In front of a large audience, make your gestures bigger, bolder and simpler. 
Remember to open your mouth wider and enunciate more clearly. Visualize a 
spot in the room to wliere you are sending your voice. 

With a small group, try to sit in a position which makes you part of the 
group, i.e. part of a ci rel e. This way, you' re less of a target, easier 
to accept and harder to ignore. 

Take note of what the audience is telling you in body language (boredom, 
with drawl, defensiveness, tension, embarrassment.) 

APPEARING ON TELEVISION AND RADIO 

Being interviewed on radio or television is sometimes more frightening than 

speaking before a live audience. While you are befog watched or listened to 

by thousands of people, you can see none of them. If it is possible for you 

to visit the radio station or television studio before the actual interview, 

do so. Have a look at the cameras and other equipment and if possible have 

someone show you how the equipment works. 



If you are being interviewed, you will probably meet with the interviewer 

beforehand, and discuss the topics that will be covered. A helpful inter­

viewer will prepare questions with you so that you are both adequately 

prepared. In the limited time offered by most radio or television inter­

views, it is impossible to say everything you feel you should, so make a 

list beforehand of the major points you want to include. 

TELEVISION: 

1. Once on television, it is best to ignore the cameras and try to carry
on a conversation as you would otherwise.

2. If you wish to look directly at the tv audience, make sure you know how
to tell which camera is on.

3. Try not to look at the monitor.

4. Be aware of signals (commercial break coming up) and where they will be
coming from.

5. Avoid wearing white or clanky metallic jewellery.

6. If using visual aids remember the ratio: four units high by five units
wide to be seen on the tv screen.

7. Speak in a normal speaking voice.

8. Nervous gestures are accentuated on tv. Concentrate on avoiding those
without appearing stiff.

RADIO 

1. On radio the audience can't see the unconscious "body language" which
you use with the in te rvi ewer.

2. Be careful not to interrupt - it comes across as audial confusion.

3. Try not to change the subject and leave sentences dangling in mid air.

4. Work out beforehand silent signals for such things as "I'll answer this
one" and "Please help me out".

"Helpful Hints" adapted from Fort .McMurray Unity House "Speaker's Bureau 

Man u al " 19 85 
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ODYSSEY HOUSE 

PUBLIC EDUCATION REQUEST FORM 

Presentation Date: 

Place: 

Name of Organization: 

Contact Person: 

INITIAL INFORMATION 

Estimated Group Size 

Focus of Interest 

Ti me A 11 ate d 

Audio Visuals To Be Used 

Equipment Required 

Speaker(s) 

Comments or Recommendations: 

Ti me: 

Phone# 

OUTCOME INFORMATION 

Group Size 

Composition of Audience 

Estimated Male/Female Ratio 

Please Check: 

Adults Teens 
--

Professional Group 

General Audience 

Youth 
---

Evaluation Questionnaire Completed 

Yes No 

Confirmation _Call 

Date 

Worker 



PRESENTEB: 

PRESENTER'S REPORT 

NAME OF GROUP/ORGANIZATION 

SIZE OF GROUP 

AUDIENCE: Professional 

NUMBER OF MEMBERSHIPS SOLD 

NUMBER OF PRIVATE DONATIONS 

PRESENTERS EXPENSES PAID 

EVALUATION OF AUDIENCE 

QUESTIONS OR COMMENTS OF INTEREST 

PROBLEM AREA(S) 

RECOMMENDATIONS FOR FUTURE REFERENCE 

MALE/FEMALE RATIO 

General 

AMOUNT 

A�OUNT 

AMOUNT 

DATE: 



ODYSSEY HOUSE 

PRESENTATION EVALUATION 

1.a. What were your expectation s?

l.b. Were your expectations met?

2.a. Did the presenter appear to have a good understanding of the material?

NO UN DE RS TAN DING SOME UNDERSTANDING GOOD GRASP 

e. b.

3. 

4. 

1 2 3 

Did the presenter appear to 

NOT AT ALL 
1 2 3 

Was the use of audio-vtstilal 

NOT AT ALL 
1 2 3 

4 5 

be well prepared? 

MODERATELY WELL 
4 5 

material an asset 

MODERATELY 
4 5 

6 

6 

to the 

6 

7 8 

WELL 
7 8 

presentation? 

APPROPRIATE 
7 8 

Did you find the presentation informative and/or he l p fu l ? 

NOT AT ALL REASONABLY I WOULD RECOMMEND IT TO OTHERS 
1 2 3 4 5 6 7 8 

5. Overall improvements or suggestions for future presentations:



SPEECH STRUCTURE, CONSTRUCTION, EVALUATION 



THE SPEECHBURGER 
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BODY 
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-

- - ____..-: 



TRIPLE 'T' TECHNIQUE 
. . - . .

T-1 OPENING

T-2 BODY

T-3 CLOSING

TELL THEM 

WHAT YOU ARE 

GOING TO 

TELL THEM 

TELL THEM 

TELL THEM 

WHAT YOU 

HAVE 

TOLD THEM 



5 STEP METHOD 

. 5. PRACTICE 

4. EDIT

3. WRITE 

2. OUTLINE 

1. TOPIC 



HOW TO WRITE A SPEECH 

INTRO - To communicate ideas carefully 

- Use 5 Steps

1. CHOOSE YOUR TOPIC

- Interesting to you

- Limit the topic

- Consider the audience

2. WRITE YOUR OUTLINE

INTRO - get attention 

- outline what you want to say

BODY - state main points 3 - max 5 

- support ideas using personal examples or facts

END - summarize what you have said and call for action,

agreement, or consideration

- summarize main points

- restate overview dramatically

- use a quotation

3. WRITE YOUR SPEECH

- allow enough time

- let the ideas flow

- follow the outline

- build bridges

- choose a title

4. EDIT YOUR SPEECH

- read aloud - slowly

read criticallJ for errors

- keep on topic, no vague thoughts or

contradictions

- shorten or lengthen

S. PRACTICE YOUR SPEECH

- transfer to a final copy and use to

practice (score speech if desired)

- practice aloud or mentally

- try to remember the ideas, not words

go through entire speech each time

END - Each person can lean to communicate their

ideas effectively in a speech by 5 steps.



EYE 

CONTACT 

3 SKILLS 

VOCAL 
VARIETY 

BODY LANGUAGE 



PITFALLS TO AVOID WHILE DELIVERING A SPE�CH. 

1. Hanging on to the lectern,leaning on the table or chair.

2. Playing with change in your pocket.(men)

3. Adjusting your eye glasses or chewing the stem.

4 . Sway i'n g from s i d e to s i de o r II b o b b i n g II u p an d down . 

5. Flipping your notes noticiably.

6. Playing with articles in your hand.

7. Excessive reading of your notes.

8. Looking at the ceiling, walls or out the window.

9. "Thanking" the audience.

JO. "Hitching up" your trousers.(men) 

Jl. Flipping back your hair. (ladies) 

12. Taking the 11 Prin-ce Philipll ,  fig leaf, stern Father sta,nce. 

]3. Apologizing for any reason. 

l 4 . E x c es s i v e use o f II AH S II a n d o th e r w o rd w h i s k e rs • 

15. Sayings like ... .

11 I'd like to ... 11 

11 In conclusion ... .. 

11 In s um mat i on ... 11 

11 In closing .... " 

11 All in all ... 11 

11 In general ... " 



H0/301 

PRINCIPLES IN EVALUATION 

FIRSTLY: 

THEN: 

NOTE SEVERAL POSITIVE) STRONG POINTS, 

SEVERAL POINTS FOR IMPROVEMENT, 

GIVE EXAMPLES, 

FINALLY: 

SUPPORT WITH SEVERAL WELL ACCOMPLISHED 

TECHNIQUES OR POINTS USED, 



� Organization 

� Voice 

� Gestures 

DON' 

DO 

j 4: I Speech Objectives_

� Eye Contact 

�Content 
(be careful here) 



FEAR, INTRODUCTIONS AND SPEAKING ON THE SPOT 



1. F ALSE 

.. 

2. E MOTIONS 

3. A - PPEARING

4. R EAL 
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FEAR, PEACE AND SPEAKING 

F.E.A.R. is an emotion which can be harnessed to your advantage. 
Don't let it overcome you. Aft�r all F.E.A.R. is simply: 

FALSE 

EVIDENCE 

APPEARING 

REAL 

If what you have to say is worth saying. If you are properly 
prepared before you speak. Then the FEAR you feel is simply 
excitement about the propsect of,delivering a truly exceptional 
sr-P.ech. 

To control FEAR you must experience P.E.A.C.E. 

l. PRACTISE public speaking. This will increase your confidence
and that will help to change the FEAR you feel from negative
emotions to those which help you deliver a magnificent speech.

2. EXPOSURE to other public speakers. Watch and listen to other
speakers. Lean what they do well and use it.

3. ATTITUDE Develop a positive attitude towards public speaking.
Look upon it as an opportunity to "get better". Believe that
your fear will diminish with time and practise.

4. CHALLENGE yourself to a wide variety of speaking situations.

5. EVALUATION or feedback. You need to get honest and critical
evaluation to help you understand what you are doing well
and what you need to improve on.

Put it all together and you experience P.E.A.C.E. 

REMEMBER IT IS BETTER TO REST IN PEACE THAN TO LIVE IN FEAR. 

Good Luck! 



P .E.A.C.E. WON'T GET RID OF THE 

BUTTERFLIES 

BUT IT WILL HELP THEM FLY IN 

FORMATION 



Using Humor in Public Speaking 



HUMOR, 

• 

1. Use humor to attract and keep your audience's interest, to heJp them like and appreciate you
and what you have to say, to help them do or believe as you want them to, to help them remember your 
words of wisdom, to support your ideas, and to help you recover when disaster seems to be threatening 
your efforts. 

2. Don't use humor if you don't know how, if the occasion doesn't can for it, unless you are confi-

,, 
dent of your abilit

y 

to use it accurately and well, or if the audience isn't prepared for it, and if you can't 
make even your friends laugh when you try to be funny. : , 

3. Humor is anything funny which has the quality of making us laugh, whether a silent inward
chuckle or a belly laugh. Wit, satire, and irony are closely related, but call for a more intellectual 
approach. 

4. Humor comes in many forms, from large (uaggeration) to small (understalement}, from a play
on words (pun), through parody to the broad humor of burlesque.

S. Use humor whenever it suits the speaker, the audience, and the occasion, and will not give
offense. 

6. Keep humor relevanL Make it fit the ideas being developed. It is a useful tool, but never a sub­
stitute for ideas. Use humor at the beginning to acquaint listeners with the speaker and his subject, in 
the body of the speech to shore up its weaknesses, �d in the conclusion to drive the main ideas home. 

7. Humor fmls when it is weakly spoken, badly interpreted, or poorly adapted to its purposes.
Using notes obscures it, clumsiness in composition muffles it, and slowness exterminates it. 

8. Funny stories work if you can tell them and if they are worth telling. They must suit your needs
and those of your audience as well. You need to search hard to find appropriate ones and to · file them 
carefully for quick reference. A card file is more convenient than a notebook for this purpose. 

9. Try your luck with humor by studying its various forms and by frequent practice.
J 0. Prepare yourself so that inept chairmen may not hurt your chances. Write your own speech of

introduction for them to use, and go yourself weJI before you are to speak to be sure that all is in readi­
ness for you. 



1 · FORMS/TYPESI 

. -

EXAGGERATION. - lJNDERSTA 1iEMENT 

SUPRISE 1iWIST INCONGRUITY 

MALAPROP -. PARODY . ,

BURLESQUE 

I WIT SATIRE IRONY l 



. . 

[ souRcEs [ 

1. JOKE BOOKS 

. . 

2. JOKE SERVICES

3. RE�DERS DIGEST, PAPERS, etc.

-

4. RADIO, _TELEVISION

-
. 

PERSONAL EXPERIENCE 
. . . .  

AND OBSERVATION 



I DO'S / DON'TS I 

CHOOSE "RIGHT" 

ADD YOUR FLAVOUR 

·DEVELOP YOUR STYLE

-
. 

KNOW THE AUDIENCE 

TIMING/PACE 

BUILD UP 

- . 

· .ONE-LINERS. PAUSE, PACE, Pli£CH

. . ... 

1: 

DON'T FfEND 



I WHAT IF NOBODY LAUGHS I 

1. USE "SAVERS"·

2. DON'T PANIC.

3. DON'T
1

RUSM 

4. DON'T Cf.lANGE

5. WAil FOR THE LAUGH



-- -· - fOJ..P- · - .. -,-AND - ·-·-TE.A�-·-• -
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• STUI?ENT5 NMc: :

• OllUf'A;T1otJ /�MPLD'(E.1'. ·. _____________ _

1. Whar ��r,� e)(perienre have jOU 1-a:Jf

z .. [b p;�l,c.- �k.i� a. rttt,iMr6"flUlt ,,f 'j�job t>r �ion "f' 

3. Oo �ou have. d4"1J ?fW� f� � �b/ie, �k.i� ?'
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