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Level 3

CoPE
                                    Observation Checklist

                               OP3: Planning and Giving an Oral Presentation

	What was the subject of the presentation?   

     


	What was the candidate’s purpose in giving the presentation and who was their audience?   

     


	What did the candidate do to prepare for the presentation?   

        



	What supporting materials and methods were used? (e.g. a chart; picture; model; data; handouts) 

                      

	
	

	Did the candidate…                                (tick ()
…match their language and style to      FORMCHECKBOX 
          FORMCHECKBOX 
           
suit the subject, the formality of the      Yes          No
situation, and the needs of the 

audience?                                                 


	Comments/examples:
     


	…keep to the subject?                           FORMCHECKBOX 
          FORMCHECKBOX 
                           

                                                                             Yes          No

	      


	…structure what they said to help          FORMCHECKBOX 
         FORMCHECKBOX 

listeners follow the sequence of main   Yes          No            

points/ideas? (e.g. by signalling new

points: firstly…secondly…and finally)                                        


	              


	…vary tone of voice to stress                FORMCHECKBOX 
          FORMCHECKBOX 

main points?                                         Yes          No           


	      



	…use techniques to engage the            FORMCHECKBOX 
          FORMCHECKBOX 
     
audience? (e.g. give examples to                     Yes          No      
illustrate complex points; relate what is said

to audience experience)                                                 

	     


	…use images effectively to                    FORMCHECKBOX 
          FORMCHECKBOX 

illustrate complex points?                           Yes          No                                                                   
                                                              
	     


	Candidate Name:      

	Date:      


	Observed by:       

	Role of Observer:

(e.g. tutor, supervisor, course leader) 
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