Succeed in giving a lecture

This small guidebook gives some key points to succeed in giving a lecture in aid of a visual presentation. There are however other effective teaching methods in particular those using team work. A lecture requires less preparation but is adapted only for short presentations 3 hours maximum.

1. Preparing the session :

· Preparing the visual aid

· Choose the teaching modules which will be used (Each teaching card gives an estimated time for the presentation).

· Try to be acquainted with the audience (curriculum, occupation, profile, expectations…). If possible, modify the selected teaching modules and their comments to adapt them to the audience. 

· Make sure that the visual presentation is accessible to the audience.

· Preparing the conference room

· Evaluate the number of participants by sending invitations recalling the purpose of the training session in allowing the potential participants to sign up.

· Book an accessible conference room with a sufficient capacity and comfort. The conference room must be equipped with a video-projector.

· In the absence of a video-projector, the teaching modules should be printed on see-through paper to be displayed onto an overhead projector (be careful, the pictures will not be as clear).

· Preparing the aid

· If possible, print the teaching modules in clipboard format (available on the CD-Rom) and distribute them to the audience to enable them to understand your points clearly.

· If possible, print the reading list and distribute it to the participants.

· In the event of Co-animation, make sure you are well coordinated with the other speakers.

2. Teaching the course :

· Make contact with the audience

· Welcome the participants, present yourself, and ask each participant to introduce themselves.

· Briefly present the topics approached, the principal teaching objectives (see teaching cards) and the course of the session.

· Specify from the beginning that the participants can intervene at any time and that any question deserves to be put forward.

· The lecture

· Distribute if possible the presentation in clipboard format to the participants with each teaching module.

· Give enough time to the participant to read the visual presentation quietly (that’s why the displayed texts must stay short).

· Visual aids displayed are not “aide-memoires” for the speaker.

· Use the comments of the visual presentation (available in the CD-Rom) as “aide-memoires” rather than trying to read them.

· Try not to read the visual aids.

· Make numerous references to the pictures displayed.

· Don’t make comments without a link to the visual aid displayed.

· Make several quick summaries and ensure that all important notions are understood.

· Give examples and use a colourful language as often as possible.

· Try to respect the duration of each teaching module while remaining flexible.

· Often check that everybody understands what you are saying (clear speech, flow of your words…).  

· In case of inattention of the audience, always stay courteous in order to restore peace and quiet. Maybe is it time to take a break?

· The break

· Plan for a break every 1H30 maximum.

· The break must be long enough (approximately between 15 and 30 minutes).

· After the break, summarize important notions already approached or ask the participants to do so.

· Inputs

· Try to use as often as possible, the experience of the participants.

· Always stay respectful, calm, and open minded.

· If you are not able to answer a question, underline the relevance of the question and return to the bibliographical list for more precise details. If the question is technical, ask the participant to send it to you later on. (The speaker is not an expert and he is not supposed to know everything).

· The behaviour

· Look at the entire audience. When it is possible, it is necessary to look at all the participants in the eyes in turn without fixing a person in particular. 

· Speak calmly, often vary the flow of your words and introduce pauses into your speech to avoid long monologues.

· Solicit the audience each time that it is possible.

· Do not hesitate to stand up and move around the room in order to sustain the attention of the participants and avoid monotony.

3. Concluding the session

· Insist one last time on the key points of the session.

· Ask the participants once again to put questions forward, to make remarks, to share their background.

· End the session by a thank you note like: “Thank you for your attention”

· A possibility is to distribute the reading list and the assessment work.

