
69

Chapter 5

Managing Information | Presentations
L INC  5



LINC 5 CLB Competencies and Essential Skills

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

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

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

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

• Researching a topic

• Organizing ideas and creating an outline

• Preparing the introduction, body and conclusion of a presentation

• Delivering a presentation

E
S

These activities can help to develop the following Essential Skills:

• Oral Communication

• Computer Use

C
LB

Giving presentations:

� CLB 6–IV: Relate a detailed sequence of events from the past; tell a detailed story including reasons 

and consequences.

� CLB 6–IV: Describe and compare people, places etc.

� CLB 6–IV: Describe a simple process.

Listening to presentations:

� CLB 6-IV: Identify main ideas, supporting details, statements and examples in a descriptive 

or narrative presentation …
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Introduction to Presentations

1 In small groups, discuss the questions below.

1. Have you given or listened to a presentation at work or school? What was it about? 
How was it presented?

2. Did you give presentations in your job before coming to Canada?

3. What situations in the workplace do you think would require giving a presentation? 
Give five examples.

4. How can giving presentations in class help you improve your English skills? Explain.

source: www.businesscartoons.co.uk/shop

Culture Note

According to research, only 7 per cent of a speaker’s credibility comes from the presentation itself. The other 
93 per cent comes from the speaker’s visual characteristics and voice.

Body language, which includes posture, gestures, facial expressions and eye contact, affects the way a presentation
is received. Appropriate body language, paired with a confident-sounding voice, can help keep listeners attentive
and focused on what the presenter is saying.
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Giving Presentations

1 In small groups, discuss what you think makes a good presentation and why. Make a list of the
necessary elements and present it to the class.

2 Audio 5.4: Listen to a radio interview with a communications consultant about giving
presentations. Answer the questions below.

1. How does Melanie define a good presentation?

2. What three Ps of presentations does she mention?

3. Why is it important to consider your audience when preparing a presentation?

4. How can you start your presentation? Give examples.

5. What is a presentation outline?

6. How can an outline help you in giving a good presentation?

7. What are signposts?

8. What other aspects of a presentation are important?

3 Listen to the interview again. Pay attention to the expressions below. Answer the questions.

• fall on deaf ears • be second nature • frame of mind

• with someone in mind • ice-breaker • attention grabber

• tried and tested

1. What does Melanie mean when she says a presentation can fall on deaf ears?

2. What is an ice-breaker? In what situations, other than presentations, would you use an ice-breaker?

3. What does Melanie mean by a good frame of mind for listening?

4. What does Melanie mean when she says to some people public speaking is second nature?

5. What is an attention grabber? What example of an attention grabber does Melanie give?

6. When Melanie says you need to have your audience in mind when you plan your talk, what 
does she mean?
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Giving Presentations (Cont.)

4 The following is a list of factors that contribute to an effective presentation. In small groups,
discuss why these elements are important. Add other elements.

5� Search the Internet for tips on preparing and delivering presentations. Prepare a list for your own
use and share with the class. 

Possible search term: preparing presentations

Preparing for a presentation

• Select a topic of interest

• Divide into subtopics

• Structure the presentation

• Prepare an outline

Other:

Delivering a presentation

• Greet the audience

• Explain the structure

• Use signposts (signals for new information)

• Use transition words effectively 

• Ask for audience’s questions/comments

• Speak clearly

• Look confident

Other:
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Organizing Ideas

When preparing a presentation, the first step is to explore the topic: What do I want the audience to know? How
much do I already know? What additional information do I need to research? Two related strategies for exploring a
topic are listing and clustering. They can help you see possible elements of a topic that you could include in your
presentation. Then you can choose from these elements to create an outline for your presentation. 

Listing: In listing, you brainstorm and list ideas you might want to use. For example:

My hometown

• first; next; then • finally; eventually • during; while

• location • trivia • history

• population • things to do • why it’s attractive

• castle • famous residents • entertainment: theatre, restaurants, sports

Clustering: In clustering, you write ideas and provide supporting information. This helps you see the relationships
between ideas. For example:

Creating an outline: After you’ve narrowed down the possible ideas 
for your presentation, you can sequence and group them under headings 
and sub-headings. These will be the main points of your presentation. 

Typically, a presentation has an introduction, body, and conclusion. 
The sample outline to the right illustrates how a presentation was 
organized based on the brainstormed cluster above.

1 Choose a topic for your presentation and brainstorm possible ideas to include. Record the ideas 
as a list or a cluster. For each possible idea, list supporting details. Exchange with a classmate 
for peer feedback.

Possible topics: your last job, your country of origin, healthy lifestyle
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1. Introduction 

2. Body: 

a. Background information
b. History and landmarks
c. Things to do

3. Conclusion

Background info: 
location, population

My hometown

City hall, 
monuments, castle

History and
landmarks

Famous people

Things to do

Theatres,
restaurants

Sports



Organizing Ideas (Cont.)

2 Read the example of brainstormed ideas for a presentation on coping with stress. Select some of the
ideas you would include in a presentation and organize them into an outline, using the model below. 

Coping with Stress

• Reactions to stress: feeling depressed, being very active, biting nails, anxiety, eating too much, insomnia

• Causes of stress: family situation, work, money, moving, looking for a job, problems with children

• Dealing with stress: exercise, talk to friends or someone close, evaluate situation and solve the problem,
do something that keeps you busy e.g., gardening, hobby, sports, yoga

Presentation outline

1. Introduction: 2. Body: 3. Conclusion:
a. Greeting, attention grabber a. Main point and supporting ideas a. Restating main points
b. Overview of presentation b. Main point and supporting ideas b. Closing

c. Main point and supporting ideas

3 Audio 5.5: Listen to the presentation about ways to develop vocabulary. As you listen, complete the
outline of the presentation below. 

Outline: Learning new vocabulary

1. Introduction: greeting, introduce myself, present the topic

2. Body:

a. Reading a lot to learn new words

b. While reading, 

c. Strategies to remember new words

i. Write them down (word journal, thematic lists)

ii. Learn word families 

iii. Learn 

d.

3. Conclusion: recap main points, invite discussion, thank audience

4 Listen to the presentation again. Take notes on key details for each item in the outline. Using the
outline and your notes, retell the key details of the presentation.

5 Using the brainstormed ideas you listed in Activity 1, develop an outline for a three- to five-minute
presentation. Use point form; provide supporting details for each point. Present your outline to the
class for peer feedback. 

The body is the main part of the presentation. The introduction
and conclusion are based on the body of the presentation. 
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Signposting

Signposting (also called signaling) is a technique used in public speaking to alert the audience to the structure of a
presentation. When signposting, a speaker uses words or expressions (signposts) to indicate to the audience where
he/she is in the presentation and where he/she is going to go next. The following are some signposts you could use
in a presentation:

Introducing the subject:

I’d like to begin with …

First, I will …

I’ll start by …

Finishing one subject:

That’s all I have on …

I’ve told you about …

This concludes this part of the presentation …

Starting another subject:

Now I’d like to discuss …

Let’s look at … now.

Next …

Now I am going to move on to …

Giving examples:

For example/instance …

To illustrate this …

A good example of this is …

Ordering: 

Firstly …, secondly …, thirdly …., lastly …

First …, next …, then …, after that …, finally …

Comparing and contrasting:

Let’s compare ….

Moving from one part to another: 

Now that I have explained … I will move on to …

That’s the first example/point … Let me give you another …

1 Audio 5.5: Listen to the presentation on ways to learn vocabulary. As you listen, answer the following
questions by recording the presenter‘s words. In small groups or pairs, compare your answers.

1. How does the speaker try to get listeners’ attention in the introduction? 

2. Record the expressions or signposts the speaker uses in her presentation to introduce new topics or help
listeners follow the order and main points of the presentation. List them in the order you hear them.

3. What does the presenter say to signal the end of her presentation?
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Making an Introduction

The introduction is an important part of a presentation. It gives the audience the first impression of you as a
speaker and provides an overview of the presentation’s structure. An introduction should include the following:

Greeting the audience

Good morning/afternoon … everyone. Hello; Welcome everybody; My name is …; I am …

Introducing the subject

Today I am going to talk about …

My presentation is going to be about …

The purpose of my presentation is to …

The subject of my talk is …

Outlining the structure of the presentation

My presentation has (three) parts: …

First, I will …; In the first part, …

Then; Secondly; After that, I will …

Thirdly, …; Finally, I will …

Giving instructions on questions

Please feel free to ask questions during my presentation.

Please interrupt if you have a question.

After my talk, we will have some time for your questions /discussion.

I will try to answer all your questions after the presentation.

1 Use the notes below to prepare a short introduction to a talk on new workplace safety measures.
In pairs, take turns listening to each other’s introductions and providing feedback.

New safety procedures for production staff

• Changes to accident reporting 

• Training in WHIMIS and first aid

• New safety equipment and clothing

Questions/discussion

2 You are going to give a talk on one of the subjects below to your classmates. Prepare an outline for
the possible content of your presentation. Give an introduction in which you greet the audience,
outline the structure of the talk, and explain that the audience can interrupt with questions during
your presentation.

Possible topics: your last job, your country of origin, healthy lifestyle
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Ending a Presentation

The conclusion of a presentation is short and gives a summary of what was presented. It may also contain
recommendations, when appropriate. Here are some expressions for concluding a presentation. 

To sum up the discussion of the subject:

That’s all I have to say for now on …

Okay, that ends my presentation …

I’d like to end this presentation by reviewing the main points …

I’d like to end with some conclusions …

Let me wrap up my talk by going over the main points …

Let me recap what I have just said …

To invite questions/discussion:

Do you have any questions or comments?

Can I answer any of your questions?

That concludes my talk. Now I’d like to invite your comments on …

Now, I’d be interested to hear your comments.

Now we have (15 minutes) for questions and discussion.

To thank the audience:

Thank you for your attention.

Thank you being such an attentive audience.

1 Audio 5.6: Listen to the end of a presentation by a second-year college student talking about
challenges that newcomers to Ontario face. Complete the following sentences.

1. I’d like to with a of the .

2. First, . Then, I .

3. So, what can we from this? 

4. And now I would like to of the issues I outlined.

5. Thank you .
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Pronunciation and Body Language

During a presentation, the appropriate use of intonation and pausing can help listeners understand and follow what
is said. In general, we use pausing, falling intonation and lengthening of a syllable (or emphasis) at the end of each
thought group (a group of words about one idea). This helps the listener separate ideas and process the meaning
easily. For example, signposting words (e.g., I’d like to begin with…, now I’d like to discuss…, for example...)
require a pause after them. The pause helps the listener notice the new idea. 

Using incorrect intonation or pausing can confuse the listener. Consider the following examples: 

• Use of emphasis:

This system used to work very well. (better than anything else)

This system used to work very well. (but doesn’t any more)

• Use of pausing:

When the wheel stops, -pause- quickly turn it in the opposite direction.
When the wheel stops quickly, -pause- turn it in the opposite direction.

Fire can be made with wood -pause- and twigs. 
Fire can be made with wooden twigs.

1 Read the passage below about public speaking. Underline the words you think require emphasis.
Mark the places where you think there should be a pause. Read the passage out loud to a partner.
Discuss whether your use of emphasis and pausing helped your partner understand the text.

When speaking about a new topic to a group of people, you can do several things to make your
presentation clear and easy to follow.

First of all, it is important that you plan your presentation and stick to your plan. Decide on the main
points that you want to present and talk only about them. Do not get sidetracked. Your audience will
remember only a limited amount of information, so be selective about what you include.

Secondly, speak slowly enough so your listeners can follow your ideas. If you pause after each main
point, people can think about what you have just said. Or, you can rephrase what you have just said
for the same purpose.

And finally, use intonation to emphasize important things. This will help your listeners focus on what
is important.

In short, a good presenter plans his/her presentation, sticks to the key points of the presentation, 
and uses intonation to aid understanding.
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Pronunciation and Body Language (Cont.)

2 Audio 5.7: Listen to the recording of the passage about public speaking. Compare the pauses and
emphasis the speaker uses to those that you marked. Discuss any differences.

3 Work in pairs. Listen to a classmate’s presentation (on any topic). Give feedback on your partner’s
use of emphasis and pausing using the following questions.

1. Were focus words clearly pronounced and emphasized when needed?

2. Were there pauses after new information to give you time to think about it?

3. Did the speaker make it easy for you to follow?

4 Work in small groups. Make a list of elements of body language that can be used in an effective
presentation. Present your list with examples to the class. As a class, decide on a common list that
can be used when evaluating presentation delivery in class.

5� Search the Internet for podcasts* (with video) of short presentations. Watch a two- to three-minute
fragment of the podcast. Take notes and answer the questions below. Use the list you created in
Activity 4 to evaluate the presenter’s body language. Report your findings to your classmates.

1. What was the presentation about?

2. Who was the presenter?

3. How did he/she introduce the topic?

4. How did the presenter use body language and voice? Give examples.

5. What were your overall impressions of the speaker and the fragment of the presentation you
watched?

6. Which qualities of the speaker would you want/not want to use in your presentations? 
Why or why not?

*See the instructor notes for possible websites with presentations. 
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Grammar in Context: Passive Voice

In the workplace or in academic situations, you may need to give a presentation about a process or procedure 
(e.g., how to apply for social benefits or how a new policy will be implemented). When describing a process, we
usually focus on the process and its results, rather than on the person who performs it. To express this, we use 
the passive voice. For example:

• Hockey is played by two teams of six players.

• Paper pulp is made from wood chips soaked in special chemicals.

• Open-heart surgeries are performed daily in almost every hospital in North America.

• New accounting procedures will be introduced at the end of this month.

• The company staff have already been trained and introduced to the new standards.

1 Read the following description of how surveys are conducted. Underline all the uses of the passive
voice. With a partner, discuss the answers to the questions that follow.

1. How many sentences have one or more instances of the passive voice?

2. How many sentences have an agent (a doer) included in a by phrase?

3. Why is a by phrase not included in so many passive sentences?

4. Why is the passive voice used so often in this text?

2 Write a short description of a process or procedure. Use the passive voice. Then present your
description to the class orally. 

How surveys are conducted

A survey is a method of gathering information about a topic, a group of people or a specific area.
Surveys are commonly used to collect information and opinions. If the survey is well-designed and
conducted correctly, its results can be reliable and valid, and can offer an accurate picture of the
surveyed population.

There are many steps involved in conducting a survey, depending on the kind of information that
needs to be collected. In general, though, the purpose of the study, the required information, and the
sample population are identified first. Then, the questions are developed and the method of gathering
answers is determined. Once this is done, the survey is conducted, the data are collected and, finally,
the findings are analyzed and reported. 

Surveys are most commonly conducted through questionnaires. They can be used in telephone or
face-to-face interviews, or completed and submitted by survey participants. In either case, strong
knowledge of the surveyed topic is required to prepare good questions for the survey.
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Presentations: Putting It in Practice

1 In small groups or pairs, discuss what kind of feedback you would like from the audience about
your presentation. Make a list of elements you want listeners to comment on and share your list
with the class. 

As a class, decide on a common list to use as an evaluation checklist for class presentations. You can
also use the list to assess yourself when getting ready for your presentation.

2 Prepare and give a presentation on a topic of your choice. You can base it on information 
that you have researched as well as your own experience and knowledge. When preparing the
presentation, be sure to develop an outline and speaking notes. You can also prepare handouts 
for your classmates.

Your presentation should be at least five minutes long and have an introduction, a body with main
points and supporting details, and a conclusion. To make sure your presentation is well prepared and
delivered, and has all the necessary elements, you can use the Presentation Checklist below.

Your classmates and instructor will evaluate how well you deliver your presentation.

Possible topics: your last job, your country of origin, healthy lifestyle

Presentation Checklist Yes No

Greets the audience

Presents the structure of presentation

Has an introduction, body and conclusion

Signals different parts of a presentation

Uses confident body posture and voice

Speaks clearly, using pausing and emphasis

Restates the main points

Invites questions/discussion from audience

Thanks the audience
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This section includes activities that can help learners develop the skills and background knowledge they need
to prepare and give effective presentations. These skills include selecting and researching the topic, organizing
ideas, writing an outline, preparing an introduction, content and conclusion, and delivering the presentation.
Presentations appropriate for LINC 5 learners include descriptive or narrative presentations such as relating
events, describing a simple process, and comparing and contrasting two places, people, etc.

The activities that follow have been guided by the CLB performance conditions related to LINC 5. To adapt these
activities or develop your own, consider the following performance conditions relevant to giving presentations:

Performance Conditions

• Presentations are five to seven minutes long and informal

• Presentations are on familiar, concrete topics

• Visuals are used

• When listening, presentations are informal with the use of pictures/visuals and up to 10 minutes long

The Putting It in Practice task at the end of this section allows learners to demonstrate and apply their knowledge
and skills in preparing and delivering a presentation. It can be used for formative assessment of learner progress.

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

� p. 73 | Introduction to Presentations

Introduces the topic of presentations

1 To introduce this activity and the topic of presentations, discuss how common it is to give presentations in
Canada – both in academic settings and in the workplace. Have learners discuss questions as a class.
The answers can guide you in determining the aspects of delivering presentations learners may need to
focus on. Learners can discuss the Culture Note and whether or not they agree with it. They can also do
further research on the information included in the Culture Note.

� p. 74 | Giving Presentations

Introduces the features of a good presentation

1 Learners can discuss and list the elements of a good presentation in small groups, then present their
lists to the class. Meanwhile, you can list the elements on the board under the headings “Organization”
and “Delivery.”

2 Have learners focus on tips for effective presentations as they listen.

Answers

1. It is well-prepared and well-delivered

2. Planning, preparation and practice

3. To get their attention and meet their needs

4. Use an ice-breaker or attention-grabber: a joke, anecdote, personal story, picture

5. A point-form plan
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Answers (continued)

6. An outline can guide the development of the content and the delivery of the presentation

7. Signposts are specific expressions used to move from one idea, concept or part of a talk to another

8. Body language and voice

Audio 5.4: Transcript

Radio talk show about giving presentations

Sara: Good morning everyone, and welcome to the Sara Kato Show. You know, speaking in public is not something
that comes easily for a lot of people. There’s something about speaking in front of an audience (especially if it’s
a big audience) that makes people very nervous and unsure of themselves. So today we have Melanie Koplov, our
resident communications expert in the studio to give us some tips on how to give effective presentations. Welcome to
the show, Melanie!

Melanie: Hi Sara, it’s good to be here again.

Sara: Melanie, maybe you could begin by telling us what makes a good presentation.

Melanie: Well, in a nutshell, a good presentation, I think, is one that is well-prepared and well-delivered. For most
people, that means they have to do a lot of planning, preparation and practice. I call it the three Ps. Of course,
for some people, public speaking is second nature. But most of us have to work hard at it.

Sara: So tell me, what do I need to consider when preparing a presentation?

Melanie: I think once you have a general idea of what you’re going to talk about, you need to consider your audience.
Think about how familiar they are with the topic, what they need to learn, and what you think would interest
them. You really need to have your audience in mind when you plan the content of your talk. You don’t want your
presentation to fall on deaf ears.

Sara: Okay, that seems … easy enough to do. What else can I do to keep my audience attentive?

Melanie: Well, there are many tried and tested ways to get your listeners’ attention from the very start. For example,
you can begin your presentation with some kind of an ice-breaker, something that will create a good rapport and 
a relaxed atmosphere. It can be an introductory remark, a joke, even an anecdote … anything that will relax them
and get them into a good frame of mind for listening.

Sara: I’ve heard that a personal story or even a picture can be a good attention-grabber to start a presentation with.

Melanie: Yes, it could. But the attention-grabber you choose will depend in part on your personality – you need
to be comfortable with whatever you’re saying. It will also depend on the content of the presentation. The ice-
breaker should have some kind of a connection to your talk. 

Sara: Okay, so let’s say I’ve chosen my topic and some things to talk about. What do I do next?

Melanie: Well, it’s a good idea to prepare an outline of your talk. An outline is a point-form plan of what you want
to talk about. I usually recommend writing it down and then following it when you deliver your presentation.
Once you know what you want to say in the presentation, it’s important to practise, practise, practise until you
feel completely comfortable with it.

Oh and while you’re practising it, it’s a good idea to use specific expressions when you move from one point to
another. These expressions are called signposts like first of all, and now for my next point, and to sum up.
Using them will help your listeners follow your presentation.

Sara: Okay. So, let’s say I’ve practised my presentation many times and now I have to face the audience and
actually deliver my talk.

Melanie: Well it’s really not as scary as it seems. Remember, you’ve done your homework! Follow your outline.
Oh, and also when speaking to a large group of people, remember that your body language and the way you use
your voice is as important as your topic. So pay attention to that, too.

Sara: Melanie, you’ve been very helpful as usual. But I’m afraid our airtime is coming to an end. Thanks so much
for being here today and sharing some of your insights with us.

Melanie: Thanks Sara. It’s been a pleasure.
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3 Answers

1. Fall on deaf ears: Nobody is paying attention

2. Ice-breaker: An opening sentence, greeting, joke, activity or anecdote that will “break the ice” or
make the audience feel comfortable

3. Frame of mind: A mood or feeling

4. Second-nature: Some people have no difficulty speaking in public. It’s natural to them.

5. Attention-grabber: Something (e.g., a joke, anecdote, interesting fact) that will get listeners’ attention

6. To have your audience in mind: To think about the audience’s needs and expectations

4 You can introduce this activity by eliciting from learners what they would do when preparing a presentation;
list the items on the board. Ask learners to read the chart and add their items in small groups. Repeat the
process for delivering a presentation.

Possible Answers

Preparing a presentation

Other: conduct research, gather all materials (including pictures, illustrations, etc.), write notes for own
use, prepare handouts for the audience, etc.

Delivering a presentation

Other: maintain eye contact, use body language, pause where necessary, speak at the moderate rate,
pronounce clearly, use visuals

5 This activity can be done in the computer lab or as an independent assignment. Have learners search the
Internet for tips on preparing and giving presentations. Direct them to educational websites rather than
commercial ones; colleges and universities have help centres with websites posting useful information.
Commercial websites focus more on workplace presentations and are sometimes specific to companies’
organizational cultures. Have learners present their tips and post them on the board or class wiki.

� p. 76 | Organizing Ideas

Provides background information on (and practice with) strategies for brainstorming ideas for a presentation

You can introduce this activity by discussing listing and clustering. Elicit the differences in these two
strategies and find out which strategy learners prefer and why. Provide examples of other strategies, or
have learners offer strategies (or locate them on the Internet). Discuss the purpose and structure of an
outline. Focus on the outline of the body of the presentation, explaining that each item listed in the body
should have supporting details, which can be listed as well.

1 Have learners choose a presentation topic. They can choose from the three suggested topics. Alternatively,
they can brainstorm a list of other possible topics to choose from for this and other activities in
Presentations LINC 5. You can also browse through the Themes and Topics listed in LINC 5–7 Curriculum
Guidelines, pp. 283–307. Learners can use the same topic for each of the activities or select a different
topic for each activity. When learners complete their brainstormed list or cluster of ideas, ask them to
present them to the class or in small groups.

2 Have learners create an outline from the brainstormed ideas on Coping with Stress, then compare their
outlines in pairs.

Extend the Activity: Have learners search the Internet for examples of outlines. Possible search term:
presentation outline
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3 Play the recording of the presentation and have learners complete the outline as they listen. They may
need to hear the recording twice, and you may need to explain difficult words. 

Extend the Activity: Have a short discussion on ways to build vocabulary; ask learners to add their own
ideas and strategies (not mentioned in the presentation) and add them to the sample outline.

Audio 5.5: Transcript

Presentation by a guest speaker talking to a class about learning new vocabulary

Hello all. Thank you for inviting me to your class to talk to you about learning new vocabulary! My name is
Therese Dingham. For years I’ve been teaching language skills to students of different ages, levels and needs:
from young kids in grade two, to journalism students at the college level, to adult ESL learners. My area of
expertise is vocabulary acquisition. So, in my talk today I want to focus on effective ways of learning new words.

I’m sure all of you have experienced moments when you want to say something – of course, this usually happens
when you have the attention of a whole table of people – and you forget that word. And to make it worse, you
can’t think of any other word whose meaning is similar! Or you’re trying to have an intelligent conversation on a
topic that you are an expert on, and you really want to impress the other person, but your sentences sound so
simplistic and poor in vocabulary. How frustrating! We’ve all been there!

I hope that my talk today will demystify some of the issues related to learning new vocabulary and help you develop
your own strategies.

I’ll begin by telling you briefly what I’m going to cover. First, I’ll talk about how you can use reading materials as
sources of new words; then I’ll discuss some strategies to help you remember newly learned words; and finally,
I’ll give you some examples of how you can make learning new vocabulary fun. If you have any questions or want
me to elaborate on something that interests you, just feel free to ask me at any time, okay?

So, let’s begin. Where do you find new words? How do you know what they mean? And how can you make sure you
remember them for more than a week? Well, research shows that if you want to improve your vocabulary, you
need to become an avid reader. Most vocabulary is learned through reading stories, articles, books and other
literature. It is important that you read different texts on different topics. Use the World Wide Web: it’s an
infinite source of texts. Choose magazines that interest you and challenge your mind. The more you read, the
bigger your repertoire of words and phrases.

But simply reading is often not enough, which brings me to my next point. While you are reading, you should also
pay special attention to unfamiliar words and how they are used. When you encounter an unfamiliar word, look it
up. If you don’t have access to a dictionary or the Internet, then ask a friend, or guess the meaning of the word
from the context of the sentence. Often the words around it will help you to figure out the meaning of the word.
The main thing is to read a lot and pay attention to how words are used while you are reading.

That brings us to the next part of my talk: How can you make sure you remember the words you learn?

Outline: Learning new vocabulary

1. Introduction: greeting, introduce myself, present the topic

2. Body:

a. Reading a lot to learn new words

b. While reading, pay special attention to unfamiliar words

c. Strategies to remember new words

i. Write them down (word journal, thematic lists)

ii. Learn word families

iii. Learn collocations

d. Make learning new vocabulary fun

3. Conclusion: recap main points, invite discussion, thank audience
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Audio 5.5: Transcript (continued)

Well, first of all, it’s a good idea to write them down. Where you write them is your choice, but it’s a good idea to
keep a word journal, or some kind of list that you can update and review regularly. I think a pocket-size hardcover
journal is a good choice. You can organize your words in different ways: alphabetically, by theme, grouped by parts
of speech, in relation to a text – Whatever works for you.

Secondly, you can write down not just the new word, but also words that go with it. For example, from one word you
can list a group of related words that all belong to the same word family. For example, if your new word is the
noun support, you can add the verb to support, the adjective supportive, another noun supporter, and maybe an
antonym. This way you can increase your lexicon exponentially. You can also learn word collocations if there are any.
Collocations are words that often occur together in a specific order. For instance, we say black and white not white
and black. Or, make a mistake, not do a mistake. Write them down and if you have time, make your own sentences
with them. This way you’ll remember them better.

Finally, I promised I would talk about how to have fun when learning new words. I think the best source of
fun activities with words is the Internet. There are hundreds of vocabulary-building websites with puzzles or
quizzes, words of the day that you can subscribe to, and even popular dictionaries with online services you can
access. You can even go to the website of the national spelling bee and listen to words. The possibilities are
endless! Enjoy them and don’t forget to use all those new words that you have learned! Write to your friends –
on your blog, on Facebook, on Twitter, by email or snail mail, and impress them with your new words. Just don’t 
go overboard – it can be annoying when someone uses big or complicated words when simpler ones will do.
That’s all I have to say for now on this topic. I’m sure you have many of your own experiences with learning new
words – maybe you’d like to share them with us here. Do you have any comments?

4 Play the recording again and have learners take notes on the key details for each item in the outline.
If you want to focus on note-taking, you can explain common strategies (see the LINC 5–7 Curriculum
Guidelines Learning Link titled Note Taking, page 317). In pairs, learners use their notes to retell key details
of the presentation.

Extend the Activity: If learners want to know more about the content of the presentation on vocabulary,
encourage them to choose it as the topic for their presentation. They can research vocabulary strategies
or online vocabulary tools, such as:

• a word-of-the-day website, such as Wordia (features a daily word of the day, and videos from the
public describing and defining a word that is special to them)

• a concordance: an alphabetical index of all words that lists, in order of occurrence, the words they are
used with (good for learning collocations)

• online thesauri, dictionaries or dictionaries of idioms and expressions

5 Have learners create an outline for a presentation by selecting items (from the brainstormed list they
created in activity 1) they would like to include in their presentation and organizing them in point form.
Have learners compare their outlines in pairs.

� p. 78 | Signposting

Provides an overview of signposting or signaling expressions used in presentations 

Write a list of functions for signposting and elicit expressions/transitions from learners.

Extend the Activity: Have learners search the Internet for other examples of signposts. Possible search
term: signposting in presentations

1 Play the recording of the same presentation as the previous activity (see the transcript above). Have learners
record the signposts (e.g., transitions, sequencers and expressions used for specific purposes such as
introducing or changing a topic and giving an example).
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Answers

1. The speaker tells the audience about her expertise, which may pique the interest of the audience.
The speaker then tells a story that the entire audience can relate to.

2. I’ll begin by telling you what I’m going to cover … First, I’ll talk about …, Then I’m going to
discuss …, And finally, I will …, which brings me to my next point …, That brings me to the
next …, Well first of all …, Secondly …, Finally …

3. That’s all I have to say for now …

� p. 79 | Making an Introduction

Provides information on the purpose and structure of the beginning of a presentation; provides sample expressions to use

1 Have learners use the sample notes to prepare a short (five or six sentences) introduction. Learners can
write the introduction and submit it for correction.

2 Have learners develop an introduction for their own presentation. Learners can work on the same
presentation for which they brainstormed ideas and developed outlines. Have the class offer 
feedback on each learner’s introduction.

� p. 80 | Ending a Presentation

Provides examples of expressions to include in the conclusion of a presentation

Audio 5.6: Transcript

The end of a class presentation by Julie, a second-year college student

That brings me to the end of my presentation. I’d like to recap the main points I discussed. First, I presented
a historical perspective on immigration trends in Ontario. Then, I presented statistical data on current trends.
I also talked about specific Ontario immigrant groups, focusing on languages spoken, areas of residence and
income sources. I also discussed findings from a research project about the obstacles newcomers experience
when arriving in Ontario.

So, what can we conclude from this? We can definitely say that agencies supporting immigrants play a crucial
role in the settlement process, and knowing how to access these agencies is also very important. So now, I would
like to hand out a summary of the issues I outlined in my talk. Thank you for listening, and for contributing your
thoughts on these important issues. Do you have any questions?

1 Answers

1. I’d like to end with a short recap of the main points that I discussed.

2. First I presented a historical perspective on immigration trends. Then I presented statistical data on
current trends.

3. So, what can we conclude from this?

4. And now I would like to hand out a summary of the issues I outlined in my talk.

5. Thank you for listening, and for contributing your thoughts on these important issues.
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� p. 81 | Pronunciation and Body Language

Provides information and practice on the use of intonation, pausing and body language in presentations

1 Before learners do this activity, have them demonstrate how they would use pausing and emphasis in the
first paragraph. As they do the activity, listen to learners reading the text in pairs. Offer guidance when
needed. Stress the connection between the punctuation used and pausing. Note that there can be more
than one correct use of emphasis in a sentence. Pauses are marked with /. Possible words requiring emphasis
are underlined in the transcript below.

Audio 5.7: Transcript

Monologue to practise pausing and emphasis

When speaking about a new topic to a group of people, / you can do several things to make your presentation
clear / and easy to follow.

First of all, / it is important / that you plan your presentation / and stick to your plan. / Decide on the main
points that you want to present / and talk only about them. / Don’t get sidetracked. / Your audience can
remember only a limited amount of information, / so be selective about what you include.

Secondly, / speak slowly enough � so your listeners can follow your ideas. / If you pause after each main
point, / people can think about what you have just said. / Or, / you can rephrase what you have just said
/ for the same purpose.

/ And finally, / use intonation to emphasize important things. / This will, / again, / help your listeners to
focus on what is important.

In short, / a good presenter plans his or her presentation, / sticks to the key points of the presentation / and
uses intonation to aid understanding.

3 Because hearing feedback from peers about one’s performance can be threatening for some people, you
can make this activity optional. You can also encourage learners to notice the strengths of the presentation
delivery as well as comment on how to improve body language and pausing. Offer your feedback in one-
on-one sessions with learners.

4 Before this activity, elicit from learners common elements of body language: posture, movement, gestures,
and facial expressions. Have learners compile a class list for future reference.

Extend the Activity: Ask learners to research body language used in presentations and share their
findings with the class.

5 For this activity learners (in pairs) can watch any presentation. Some websites that offer podcasts of talks,
lectures or speeches are TVO, CBC, university/college lecture/webinar sites, and TED.com, which offers a
variety of topics and speaking personalities. Learners can also go to YouTube and enter Presentation Skills
in the search bar. Have learners share their answers in small groups or with the whole class.

� p. 83 | Grammar in Context: Passive Voice

Provides information and practice using the passive voice in the context of describing a process or a procedure in
a presentation

1 You can begin this activity by explaining how the passive voice is formed and when it is used, and by
providing guided practice on the use of the passive voice.
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1 Answers

How surveys are conducted

A survey is a method of gathering information about a topic, a group of people or a specific area. Surveys are
commonly used to collect information and opinions. If the survey is well-designed and conducted correctly,
its results can be reliable and valid, and can offer an accurate picture of the surveyed population.

There are many steps involved in conducting a survey, depending on the kind of information that needs
to be collected. In general, though, the purpose of the study, the required information, and the sample
population are identified first. Then, the questions are developed and the method of gathering answers
is determined. Once this is done, the survey is conducted, the data are collected and, finally, the findings
are analyzed and reported.

Surveys are most commonly conducted through questionnaires. They can be used in telephone or face-
to-face interviews, or completed and submitted by survey participants. In either case, strong knowledge
of the surveyed topic is required to prepare good questions for the survey.

1. In nine sentences

2. Only one. It occurs in the third paragraph: by survey participants

3. Because the focus is on the process, not the doer

4. To emphasize the steps of the process and their results, rather than who performs the process;
the doer is not a specific person

2 Have learners write a description of a process and exchange with a partner for a peer correction.

Extend the Activity: Ask learners to prepare a presentation that describes a process or procedure.

� p. 84 | Presentations: Putting It in Practice

Provides an opportunity to prepare and deliver a presentation in class

1 Have learners review what they have learned so far about presentations and, in small groups or as a class,
create a list of possible criteria for self- and peer evaluation.

2 This activity provides an opportunity for learners to demonstrate the knowledge and skills required
for preparing and delivering a presentation. Have learners choose a topic for their presentation. You could
also suggest topics based on the LINC themes (see pp. 284–306 of LINC 5–7 Curriculum Guidelines).
Allocate time for preparation in and outside the classroom, and schedule presentations over a certain
period of time. Discuss with learners their needs regarding the use of computer, screen, LCD projector
and other technology. Allow time after presentations for questions and feedback from classmates;
designate one-on-one time for your feedback.

This task can be used for formative assessment. It relates to the CLB competencies below. The results of
the assessment can help you and learners determine what still needs to be worked on. You can use the
sample assessment criteria below or develop your own based on what you have taught. Learners can use
the same criteria for self-assessment.
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� CLB 6-IV: Relate a detailed sequence of events from the past; tell a detailed story including
reasons and consequences.

� CLB 6-IV: Describe and compare people, places, etc.

� CLB 6-IV: Describe a simple process.

Sample Assessment Criteria

Holistic: � Listeners can follow the presentation

Analytic: � The presentation is 5–7 minutes long with visuals

� The learner uses an introduction, development and conclusion

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

� The learner provides detailed descriptions

� The learner uses adequate vocabulary for the topic

� The learner speaks with appropriate eye contact, body language, voice volume and rate






