


2nd Six Weeks Assignment Guide.
This packet contains information about the assignments you will be working on in addition to the notes you will need in order to complete those assignments. At the end of the packet is an assignment sheet. A complete and accurate assignment sheet at the end of the Six weeks will earn the student an extra 100 bonus points for the Six Weeks. 
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“Communication is a continual balancing act, juggling the conflicting needs for intimacy and independence. To survive in the world, we have to act in concert with others, but to survive as ourselves, rather than simply as cogs in a wheel, we have to act alone.”

--Deborah Tannen, author: You Just Don’t Understand: Women and Men in Conversation. 
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NOTES ON INTERVIEWING
Interviewing ~ The process of discovering information by 

asking questions

Interviewer ~ The person seeking information, seeking an


Employee, etc.

Interviewee ~ The person providing information, answering 

Questions, or seeking employment/education

Interview Settings ~ 

A. Employment Interviews ~ A person applies for a job and must provide information about him/herself to the employer.

B. School Interviews ~ A person applies to an educational program and must provide information about him/herself to the admissions board.

C. Research Interviews ~ A person(s) is researching a topic of interest and finds and expert in that field of study to interview. 

D. Human Interest Interviews ~ We seek personal information from people who are interesting to us. 

The Purpose for Interviews ~

A. To gain information 

B. To assess qualifications

C. To assess competence

D. To assess presentational skills

E. To assess social skills
Interviewing Assignment Directions

Each Group will present on 1 aspect of 1 type of interview. Topics will be assignment by Ms. Locke

Each presentation should have:

1. Introduction – introduce group members, topic, and give a preview of your presentation. 

2. Body – a complete presentation covering the subtopics you were assigned thoroughly. For each subtopic, answer the following questions in your presentation:
A. What is it?

B. Why is it important?

C. How do I do it well?

3. Conclusion – Review the highlights of your presentation. 

4. Full participation – every group member must actively participate in the presentation

5. Visual Aid* – This may be used during any part of the presentation, there may be more than one. It should highlight some aspect of your topic. 

6. Activity* – Your group must prepare something for the class to do to help us learn about what you’re teaching. No groups will repeat the same activity. 

Ideas for Activities*:

Word Find

Cross word Puzzle

Assigned skits

Hangman

Jeopardy

Other games

Pop Quiz

Craft assignment

Writing Assignment

Ideas for Visual Aids*:
Poster(s)

PowerPoint Presentation

Overhead Transparency(ies)

Model

Chart

Graph

Map

Video clip or segment

Skit performed by group members

Fashion Show

Brochure

Handout

*Any copies that need to be made or transparencies that need to be printed must be done before the date of your group’s presentation.
Tips for a GREAT Presentation!
· Find ways to let members do something they enjoy or are good at
· Trade contact information so that you can talk outside of class if necessary

· Make a contingency plan in case a group member is absent

· Check your schedules with parents and coaches for dates you are going to be out of class that may conflict with presentation dates

· Divide the work into small parts so that it’s not overwhelming

· Pay attention to due dates!

· Practice! Practice! Practice!

Interviewing Presentation Evaluations

Below are the criteria which will be used to evaluate each group presentation.  Should you have any questions or concerns please ask BEFORE the date of your presentation. 

	Category
	Superior   100-90
	Good        89-80
	Fair             79-70
	Poor  69 or Below

	Content
	Relevant Info

Comprehensive

Clear  

   Understanding of 

   Material Covered
	Relevant Info

Comprehensive

Most Understood
	Relevant Info

Several Components
Understood
	Not Enough Info

Group did not 

    Understand the

    Material

	Organization
	Intro, Body,

    Conclusion

Members knew  

    what to do

Creative 

    Transitions
	Intro, Body,

    Conclusion

1 Mistake in the

    Flow

Clean Transitions
	Presentation was 

    missing Intro or 

    Conclusion.

Several Mistakes 

    In the flow

No transitions
	Presentation was 

    Disorganized

Members were lost

No Transitions

	Materials
	Ready

Clean, Clear, 

    Appropriate

Creative
	Ready

Clean, Clear, 

    Appropriate
	Materials not ready

Materials not 

    clean, clear, or 

    appropriate
	Forgotten/missing 

    materials

	Presentation
	Full Group

    Participation

All Members 

    Present

Strong Nonverbals:

    Clarity, Eye   

    Contact, 

    Volume, Rate

No Down-time/

   Idleness

Members were 

   Dressed Pro-

   fessionally
	Full Group

    Participation

All Members 

    Present

3/4 Nonverbals:

    Clarity, Eye   

    Contact, 

    Volume, Rate

Little Down-time/

   Idleness

Most members 

   Dressed Pro-

   fessionally
	¾ group 

    participation

¾ members 

    present

Members attended 

    to all non-

   verbals:  Clarity, 

   Eye Contact, 

   Volume, Rate

Too much Down-

   Time/Idleness

Group Members 

   Did not dress 

   professionally
	More than 1 group 

    member did not 

    actively 

    participate

More than one 

    member was 

    absent.

Poor Nonverbal 

    Communication 

    in most areas.

Mostly Inactive

Group Members 

   Did not dress 

   professionally

	Activity
	Whole-group

Relevant

Appropriate

Moderately 

    Complex

Clear Directions

Clear Tie-in to the

   Lesson
	Whole-group

Relevant

Appropriate

Somewhat 

    Complex

Clear Directions

Clear Tie-in to the 

   Lesson
	Whole-group 

    Activity was not    

    relevant or 

    appropriate.

Too simple

Fuzzy Directions

Not Clearly 

   Related to lesson
	There was no 

    relevant or 

    appropriate 

    whole-group 

    activity.

No Directions

No Relation to the 

   Lesson

	Visual Aid
	Complete

Clean

Neat

Easy to See

Relevant

Colorful/Creative
	Complete

Clean

Neat

Easy to See

Relevant


	The VA was 

    Incomplete

    Messy

    Difficult to 

        see/read
	There was no VA


Grade:




GROUP INFORMATION SHEET

Directions: Complete the following information for each group member.  

	Name
	Phone #
	Email address
	Best time to Call

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Project Calendar – Coordinate and decide which day you’ll present
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	17


	18 G


	19 R

Groups 

Assigned
	20 G

Groups 

Assigned
	21 R

Work Day
	22 G

Work Day
	23

	24


	25 R

Work Day
	26 G

Work Day
	27 R

Work Day
Group Report forms due
	28 G

Work Day
Group Report forms due
	29 

No School
	1

	2


	3 R
Practice/ Work Day


	4 G
Practice/ Work Day
	5 R
Present
	6 G
Present
	7 R
Present
	8

	9
	10 G

Present
	11
	12
	13
	14
	15




Group Report Form

Directions: Complete the information below and turn this in to Ms. Locke for extra credit

Circle the Focus of your presentation?

Before

During

After

What are the subtopics your group is covering?  _______________________________

________________________________________________________________________

________________________________________________________________________

What is each member doing for the presentation: 

	Name
	Preparation Assignments
	Presentation Assignments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Visual Aid: What is your first choice for a visual aid? ____________________________


Second choice? ____________________________________________________

Are you employing more than one VA? 

YES


NO

**Presentation Needs
What do you need to do in order to finish preparing or to present your speech?

Computer time
Transparency

Poster

Copies made

Other:__________________________________________________________________

Problems
We are encountering the following problem(s) with our presentation preparation:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

.

Interviewing Presentation Practice Evaluation

Directions: 

1. Each member of your group will fill out an evaluation form for the group which is practicing for you.  

2. Give these forms to the group when you are done.  

3. I will see these, so please do not write rude comments on them. 

Evaluator: 












Topic: __________________________________________________________________

Names of the Group members you watched:

_____________________________________________________________________________________________________________________________________________________________________________________________________________________
1. What were three strengths of their verbal performance?  (ex.: volume, rate, tone, choice of words, everyone spoke, what they said made sense, etc.)

_______________________________________________________________________________________________________________________________________________________________________________________________________________

2. What were three strengths of their non-verbal performance? (ex: eye contact, posture, use of materials, attitude, professionalism, etc.)

________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. What are three things this group needs to work on in the verbal presentation?

________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. What are three things this group needs to work on in the non-verbal presentation?

________________________________________________________________________________________________________________________________________________________________________________________________________________________
Writing an Informative Speech
Purpose: To familiarize your audience with a topic. If the topic is controversial (meaning if people disagree about it) this speech will explain both sides of the issue.

Types of Informative Presentations:

· How To

· Famous Person

· Controversial Issue

· Explain a Process

· Explore a Subject
Method: the speaker must first introduce the topic, then explain it in 3 points, and finally conclude their speech.

General Speech Organization: Every speech has an Introduction, a Body, and a Conclusion. 

Introduction: Prepare your audience for the subject and the order of your speech. 

A. Attention-getter – also called a “hook” this is what you use to get your audience interested in your topic. This is the first thing your will say, so it should be GOOD! There are several types of attention getters including: jokes, statistics, and stories. 

B. Thesis Statement – this is where you state clearly what your topic is. It is one complete thought in the form of a sentence. EX: Today I will inform you of the controversy surrounding the Tobacco Industry.

C. Credibility – This is where you show your audience that you have earned the right to speak on this topic. Remember, opinions are only as valid as the information behind them. This is where your first source citation should occur. 

D. Preview – At this stage you tell your audience how you are going to analyze (break down) your topic. What 3 main points have you chosen to best explain the issue? This is a brief statement about what you’re going to talk about in the next section – like a commercial.

TRANSITION STATEMENT – Transitions occur throughout a presentation. These are brief statements preparing your audience for the next segment of your speech. Words like: next, in addition too, another viewpoint, etc. clue your audience members in that you are moving to a different part of or point in your speech.

BODY

Types of Organization: There are different approaches to the organization of your main points. Depending on your topic you may choose from several options. 

Supporting Material – in each point you need to provide supporting material. This is information gathered from your research. You MUST credit each source your cite (Author, Title of journal/book/newspaper/etc., date of publication).

Main Points – Each main point should be thoroughly discussed. They are not one-sentence in length. The organization of a point looks like this: (Toulmin Model)

A. Claim – you are making an assertion

B. Data – facts to support your claim are offered

C. Warrant – for connecting the grounds to the claim is conveyed.

CONCLUSION
Review – your thesis and main points supporting it.
Tie Back – Revisit your original attention getter or offer a closing thought. 
What Will You Talk About???

	How To
	Person
	Controversy
	Process
	Subject

	Make it

Bake it

Sew it

Draw it

Present it

Write it

Play it

Clean it

Care for it

Buy it

Speak it

Etc…
	Historical

Actor

Musician

Celebrity

Expert

President

First to…

Athlete

Local Hero

Hero

Etc…
	Death Penalty

Abortion

Gay Rights

Sex Ed

Gun Control

Traffic Laws

Elections

Term Limits

Eminent Domain

Drugs

Alcohol 

Etc…
	Scientific

Mechanical

Social

Political

Technological

Etc…
	Black Holes
Fashion 

Politics

History

War

Civil Rights

Slavery

Cloning
Gender Gap

Country

Culture

Etc…


Types of Organization
	Chronological
	Sequential
	Two Sides
	Topical

	Before

During 

After

…………………..

Middle Ages

Renaissance

Modern Age
…………………

Early

Middle

Late
	First

Second 

Third

……………………..

Prepare

Serve

Clean up
……………………

Beginning

Middle

End
	Pro

Con

…………………..

For

Against

…………………..

Yes

No
………………….

Conservative

Liberal
	Career

Personal Life

Legacy

……………………

Home

Work

Hobbies

……………………..

Childhood

Mid-life

Golden Years
…………………..

Religion

Culture

Food


Gathering Reference Material

It is important to support claims that you make in speech. In order to do so you should employ a variety of supporting materials including logical arguments, factual data, personal experience, expert opinion, theory, etc. The following activity will acquaint you with different types of supporting material and offer you the opportunity to find information on a variety of topics. 

1. Find one piece of information from each type of source.

2. Record where you found the information (title, date, author, volume/edition) in the BIBLIOGRAPHICAL RECORD column

3. Record a complete fact, story, etc. in the INFORMATION FOUND column

	Type
	Example
	Bibliographical record
	Information found

	Encyclopedias – General information on any topic
	-World Book Encyclopedia
	
	

	Specialized Encyclopedias – Encyclopedias for specific fields.
	-Medline Plus 

-Cornell Law


	
	

	Biographical Sources – containing information about a person’s life
	-Diary of Anne Frank

-The Hiding Place
	
	

	Database –.a collection of data arranged for ease and speed of retrieval
	-EBSCO – 

-Gale 

-Issues & Controversies, etc
	
	

	Almanacs – A usually annual reference book composed of various lists, tables, and often brief articles relating to a particular field or many general fields.
	-World Almanac, -CIA World Factbook, etc.
	
	

	Dictionaries – reference book containing an alphabetical list of words, with information given for each word, usually including meaning, pronunciation, and etymology
	-Webster’s 

- Oxford English
	
	

	Books of Quotations – a collection of quotations on a variety of topics
	Bartlett’s Familiar Quotations.
	
	

	Books of Synonyms – Thesaurus
	Roget’s Thesaurus
	
	

	Personal Experience – your own experience with a topic.
	My cousin’s breast cancer forced her to consider the use of marijuana. 
	
	

	Interview – A formal or published interview with an expert.
	A History Professor talking about the Israeli-Palestinian conflict. 
	
	


Rough Draft Informative Outline 

Directions: fill in the blanks/boxes with the information you will use for your informative speech. Next week, you will have the opportunity to type this information.

Item # _____:____________________________________________________________

I. Introduction 

A. Attention-getter – what are you using? (circle one)

Quotation

Joke

Rhetorical Question
Fact

Story

Other:__________________________________________________________________

Write your attention-getter verbatim in the box below.

	



B. Credibility – state one fact about your topic, and where you found that fact. Also explain why this topic is important for us to talk about. 1st Source citation
	



C. Topic – State your topic in a complete sentence. 

	



D. Preview main points – State the tag for each main point.

	


Transition – Write out a transition sentence taking us into your first point.
II. Body

A. First Point – 

	1.

2.

3.




B. Second Point – 

	1. 

2. 

3.




C. Third Point – 

	1.

2.

3.




Transition – Write out a transition sentence taking us into your Review.
III. Conclusion 

A. Review Main Points – Restate the Tags for your main points.

	



B. Closing statement – write out a final statement about your issue. This will be the last thing you say, so make it good!

	


Informative Presentation

Evaluation

Item # _______

_____ Attention-getter (5 points)

_____ Credibility (5 points)

_____ Topic (5 points)

_____ Preview (5 points)

_____ Transition (2 points)

_____ Point 1 (20 points)

_____ Point 2 (20 points)

_____ Point 3 (20 points)

_____ Transition (2 points)

_____ Review (5 points) 

_____ Closing Statement (5 points)

_____ Typed copy (6 points)

Comments: 

Grade: _______
Instructor’s Lesson Guide

Interviewing Group Project

This is just an overview of how I use this packet. Feel free to take what you like, adapt, etc. The schedule below is based on a block schedules with 90 minute class periods. Also, see the Participation Strips after the schedule!
Melissa Locke

Coronado HS

Lubbock, TX

Lesson Notes:
· We talk about the 4 types of interviews during note taking. 

· I divide the class in to 6 groups – your row is your group (we are seated in rows of six in our classroom).

· Groups are 3-5 people (three is not ideal)

· I assign each group a type and a phase of interview. 

· I give them subtopics which they must address

· We have access to wireless laptops, and each group is assigned 2 laptops that they may use in the preparation and presentation. 
· Each group has to have at least 1 visual aid and 1 activity. No 2 groups may have the same activity or visual aid. (This is to encourage varied presentations – one time I had SIX word finds…that is when I made this rule!)

· Participation Strips – I got this from a student teacher. In order to encourage appropriate behavior during group work, I distribute a strip to each student at the beginning of the class period. Whenever I catch them behaving inappropriately (talking to people in another group, sleeping, working on homework, etc.) I cut the bottom grade off. At the end of the class period, they turn in these strips and receive the grade at the bottom of their strip. These work WONDERFULLY when you are doing anything small group!

Project Schedule

	Day 
	Instruction
	Group Work

	1
	· Assign Seating

· Distribute Packets

· Highlight Interviewing Notes

· Assign Groups

· Review Project assignment, Planning tools, Group Report Form, and Practice Evaluation

· Review Computer Usage Rules

· Assign Group Computers
	· Groups receive specific presentation instruction
· Groups review Grading Rubric and Tips for a GREAT presentation

· Research

	2
	-Review Computer usage rules
-Explain and distribute participation strips
	· Research presentation
· Activity and Visual Aids determined

	3
	
	- Work Day

	4
	- Group Report Form
	- Work Day
- Group Report form due

	5
	- Group Practices & Evaluations
	- Practice

- Evaluate

- Revise

- Materials due

	6
	- Reminder of appropriate audience behavior
	Presentations

	7
	- Reminder of appropriate audience behavior
	Presentations


Participation Strips
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