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Print Resources

Digital Resources

Professional Development

Going strong since 2002, itc publications 
produces quality teaching and learning 
products and delivers consulting services so 
teachers can hone their craft to continually 
improve their teaching. 

Whether you are using SOLO, Bloom’s 
Taxonomy, ASoT, DoL or another model,  
our Thinking Skills Framework – 4 Steps to 
Success Model will fit within your school’s 
pedagogical framework.

Our new itc thinkdrive brings together our powerful thinking 
tools and strategies in a dynamic digital platform. With itc 
thinkdrive, teachers and students have instant online access 
from any digital device to cognitive and cooperative thinking 
tools, videos and writable templates. 

Students love the simplicity of typing their assignment topic 
or question into the search engine and following our easy 
four-step methodology to tackle any assessment task. 
Teachers love the quick access to the thinking tool templates.

Features include:
•	 Whole-school and individual licenses available 
•	 Access to a range of itc thinking tools and resources  

for students and teachers
•	 Assists teachers to provide students with necessary  

tools to tackle projects, assignments and tests in any  
subject at any level

•	 Access to short, sharp and compelling videos of itc thinking 
tools to empower students to think critically and creatively! 

•	 A clear four-step pathway for students to start and 
successfully complete their assessment tasks using  
higher-order thinking

•	 Provides ready to download Microsoft Word templates 
enabling students and teachers to store in any location

•	 Get connected! A web-based application that is compatible 
on PC, Map, laptops, tablets, iPads and android devices. 

Save yourself hours of time by downloading a range of 
teaching resources throughout the year. 

Visit leapsoflearning.com to download hundreds of great 
teaching resources including:

•	 itc Thinking Tool Templates
•	 itc Reading Certificates
•	 itc Silent Card Shuffles
•	 Lesson Activities
…and much more! 

itc Digital

itc thinkdrive
Better Thinking at Your Fingertips

Leaps of Learning
The Online Marketplace for Teachers

Order online for instant access! 

Visit itcthinkdrive.com.au leapsoflearning.com 

digital

The new itc thinkdrive is 
now available!

This digital resource now brings to life the itc thinking skills 
framework and the itc suite of thinking tools through a FAST 
NEW APP and UPDATED WEB RESOURCE

The School Licence is the most economical way to place itc 
thinkdrive in the hands of your school community. Now, every 
teacher and student in your school can access this digital resource 
and improve their thinking. 

Individual educators and students can also access thinkdrive with a 
personal licence.

*based on a large high school purchase. Check Order Form (overleaf) for further details.

DYNAMIC THINKING TOOL TEMPLATES  

Ready-made templates that you can edit for any purpose
You can now adapt, edit and create your own templates of all the itc thinking tools. 

   THE ASSESSMENT BREAKER

Assessment starts with itc thinkdrive
itc thinkdrive now helps students successfully start and complete their assignments. With a 
search function called The Assessment Breaker, students can type in their assessment task 
and be guided through the research, planning and writing process. 

Now teachers can use itc thinkdrive to help students define their task, suggest the right 
thinking tool for structuring their research, and generate sentence starters when they’re 
lost for words.

THE itc thinkdrive APP  

Sharp, savvy and saves you time
The itc thinkdrive iPad app is now faster than ever. Interact with all of your favourite 
thinkdrive materials with this beautifully designed app. Access thinkdrive on your tablet 
offline – anytime, and anywhere.

CHECK OUT thinkdrive FOR YOURSELF!  

For as little as  $1*  per student per year

TRY IT NOW 
FOR

FREE

NEW to itc thinkdrive

TRY THE  
APP 

FOR FREE

TRY ON THE  
WEB 

FOR FREE

www.itcthinkdrive.com.au

supporting teaching and learning®

FISHBONE DIAGRAM (Dr Kauro Ishikawa) — INFORMATION
GENERAL
This is an excellent visual tool for investigating a topic by categorizing the causes or 
effects of a topic in a systematic manner. Can be used to encourage creative writing, 
record details about a mathematical concepts or as an alternative timeline.

For information on other itc products visit www.itcpublications.com
© itc publications LLC 2014

   1: Express

   2: Hail & Ride

   3: Trolley

4: Suburban routes

1: Underground

2: Above Ground Railway

3: Interstate

4: Intrastate

Topic:      TYPES OF TRANSPORT

BUS
TA

XIS

TRAINS

   1: Passenger

   2: Maxi

   3: Minicab

4: Disabled Access
PLA

NES

1: Airliners

2: Twin engine

3: Jetliners

4: Seaplanes

   1: Ferries

   2: Water Taxis

   3: City Cats

4: Passenger Liners

BOATS

1: 

2: 

3: 

TRAM
S

Trains, Buses, Boats and Planes (Social Studies)  
Research what public transport is available in or travelling through an area 
then add details about each type of transport.

PROCESS
Enter the topic on spine of fish.

1

Step 1: The Diagram
Draw a Fishbone 
Diagram or use a 
photocopy. Write the 
topic along the ‘spine’ 
of the ‘fish’.

1

Step 2: Categories
Label each large 
‘bone’ with a major 
category of the topic.

2

Step 4: The Product
Create a product such  
as story, report, an 
oral presentation or  
a PowerPoint.

4

Step 3: Details
Brainstorm (use Round 
Robin/Hot Potato), 
research  and add 
details of each category 
on small bones.

3

2

2

3

3

2

2

2

2

3

3

3

3
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Media Messages  (High School – Media Studies)

RADIO

Auditory

24hr broadcast –  
almost all 
channels

Talk

Accessible 
automobiles, 
boats, bikes

Broadcast alerts 
during typhoons

Local and 
regional 

broadcasts

Free to Air

Popular 
personalities

Commercial  
and ABC

Australia-wide 
Broadcast

Not as portable

Limited access 
– homes, clubs

No active viewer 
participation

Visual

TELEVISIONAdvertising 
medium

Phone: (07) 3395 7727  Fax: (07) 3395 7726
info@itcpublications.com.au

Try uploading and 
selling some of your 

own resources!

itc Thinking Tool Templates

itc Reading Certificates

itc Silent Card Shuffles

itc Lesson Activities

Gerard Alford  B.Econ, Dip.Ed., M.Ed.

Eric Frangenheim  B.A (Hons) U.Ed, B.Ed.

Paul Herbert  BA (Hons, Geog), Grad.Dip.

Gerard is an education consultant, author, 
director and co-founder of itc publications.
Prior to becoming a full-time director of itc 
publications in 2007, Gerard had over 17 years’ 
experience as a full-time secondary school 
teacher in a range of independent schools in 
Queensland and Tasmania and held a number 
of senior positions, including Head of Faculty 
and Dean of Staff.

Eric is one of the most sought-after presenters 
and keynotes in Australia. He has worked as 
an educational consultant for the past 25 years 
and authors many best-selling education 
books promoting higher-order thinking.  
He was previously a teacher and deputy 
principal for 20 years. 

Paul is a passionate promoter of pedagogy  
in teaching, with a particular focus on the 
all-important early years of learning. Prior to 
co-founding itc publications, Paul had over  
15 years experience in the education sector, 
including as a senior teacher, acting head of 
department and in the TAFE sector. 
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4 Steps to Success
Where to start and how to succeed!

Identify the Task Verb
On your assessment sheet, look at the task and 
carefully scan for a task verb. It should be something 
like, 'compare', 'discuss' or 'justify'. If you are unsure 
what this is, check with your teacher. 
As an example, we will focus on the task verb

Understand the Task Verb
Once you have located the task verb in your
assessment sheet, ensure you know the exact
definition so you know how to tackle your assessment. 

Use an appropriate Thinking Tool
from the Thinking Tools column. This will assist you 
to organise your research and thoughts and to stay 
on track. 
Topic:    Radio and Television
Task:                                  Radio and Television

Tool:

Use the appropriate Language

C

COMPARE

COMPARE

COMPARE

COMPARE

Double Bubble Map

For the verb                              use the following:

• There are many ways in 
which...and...are similar

• There are many ways in 
which...and...are different 
and these include...

• A very obvious difference 
between...and...is...

• Whilst there are a few 
similarities between.... and..., 
there are more differences.

Sentence Starters Connectives
• alike, like, just like 
• in contrast to
• in spite of this 
• differs from
• both
• all cases
• even though
• whilst

Compare Radio and Television
By Sam Jones

There are many ways in which radio and television 
are similar. Both  mediums broadcast to the world 
at large and therefore have the potential to reach 
a wide audience. Both require a source of power 
in order for it to work and in all cases they use
radiowaves to broadcast their programs.

A very obvious difference between radio and
television is that television presents visual images 
as well as sound, whilst radio does not have any 
pictures requiring the listener to formulate their 
own images.

ASSESSMENT TASK
In this assessment task, you are to compare 
two mediums of communication, namely 
radio and television. You are required to 
write about your ideas in detail ensuring 
you discuss:
•  The advantages and disadvantages 

for each medium 
•  Level of popularity and engagement 
•  Types of information delivered by each 
•  Their contribution to society

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

1

2

3

4
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For a full explanation of all task verbs:
itc thinkdrive
www.itcthinkdrive.com.au
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means that you look at the way two
things are both similar and different. Investigate

©
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Task Verb Related Task Verbs Thinking Tools Level

Defend Justify Prove

Decide Determine Select

Break Down Deconstruct Differentiate

Contrast Differentiate Distinguish

Identify
Summarise (basic)

Comprehend Interpret Translate

MAS
1:4:P:C:R
Image Associated Ideas
Word Association
Split Y-Chart 
Y-Chart 

PCQ/PCQ Extension
Judge Jury

SWOT Analysis
Icon Prompt

Fishbone Diagram
Flow Chart 
Silent Card Shuffle

Solution Path

Metaphor
Cause-Effect Map
POE

Alpha Ladder
KWHL
Mnemonics and Acronyms
Pairs and RAS Alert
Rhymes, Music and Flash Cards
Silent Card Shuffle
Transfer Booklet

CREATE

ARGUE

ANALYSE

CLASSIFY

CALCULATE

EXPLAIN

REMEMBER

EVALUATE

JUSTIFY

RECOMMEND

DISCUSS

DESCRIBE Attribute Listing Organiser
Concept Map
Silent Card Shuffle 
Y-Chart 
Split Y-Chart

T-Chart

PCQ
PCQ extension

Decision-Making Matrix
Elimination Draw
Extent Barometer

Justification Flow Chart
Judge Jury

Decision-Making Matrix
Extent Barometer

List State
Outline
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For a full explanation of all task verbs:
itc thinkdrive
www.itcthinkdrive.com.au

innovative teachers’ companion
innovative students’ companion
www.itcpublications.com.au

Compose
Improve 
Predict

Develop
Invent
Synthesise

Generate
Modify

Persuade Debate Defend

Find Prove Solve

Define
List
Quote

Find
Match
Recall

Label
Name
Recite

Appreciate
Debate
Persuade

Conclude
Decide
Rank

Crictise
Defend
Validate

Arrange 
Complete

Categorise
Demonstrate

Investigate       Summarise (complex)

Compile
Sort

COMPARE Double Bubble Map

Design

Understand

Judge

Remember

Apply

A=LxW

Note: 
Co-operative learning tools
such as the Silent Card Shuffle,
1:4:P:C:R, Round Robin,
Hot Potato, Jigsaw and
Judge-Jury can be used in
most levels.

Co-operate

Investigate

Data

 f
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Two Dimensional
 [ Two or three axes at right angles

 [ Scale (explicit or implicit)
Information is shown by placement of 

points in the area defined by the axes.

EXAMPLES  Bar, column and line  

graphs, scatter graphs, Cartesian  

plane, stem and leaf plots

One Dimensional 
 [  Single axis in any direction  

(straight or curved)
 [ Scale (explicit or implicit)

Information is shown by placement  

of points on the scale.
EXAMPLES  Number line, ruler,  

measuring tape, thermometer,  

divided bar graph, box and  

whisker plot, protractor

Map
 [ Scale (explicit or implicit)

 [ Direction or gridInformation is shown by the relative 

placement of points, lines and regions 

on the map. May be drawn to scale.

EXAMPLES  Street and road maps, 

contour maps, building plans

Shape

Information is shown by the use of 

shape, proportion, area and angle.

EXAMPLES  Pie charts, Venn 

diagrams, geometric diagrams,  

three dimensional diagrams, 

compass, tessellations

Picture  [ Uses the elements of visual art

 [  Position, distance, angles  

and shape are irrelevant
Information is shown by the use  

of colour, shading, tone, texture,  

size, orientation or arrangement.

EXAMPLES  Pictures, graphs, patterns, 

sketches, cartoons, photographs

Connection [ Shapes showing nodes
 [ Lines as connectors

Information is shown by the  

connections between nodes.

EXAMPLES  Tree diagrams,  

flow charts, networks, concept maps

Other TermsVisual Images  have many names:Chart  shows non-numeric 
information (words)

Diagram shows how an idea  
or system worksDrawing pictorial representations

Figure a synonym for visual image 

used in publications
Graph shows numeric information

Map shows spatial information 

about an areaPhotograph direct visual  representationsPlot shows movements  
or progress of an object

Using the 6 Categories for Easy Interpretation

Contact +61 7 4638 8326   www.itcpublications.com.au
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Note: This classification was adapted from one originally 

developed by  J D Mackinlay for use in information technology.

Acknowledgement: This material has been reproduced  

with the permission of Lyn Carter of Count on Numeracy. 

Remember ✓  All diagrams, graphs, 
pictures and maps can 

be classified into one  
of these six categories.  ✓  Scales in one and two 

dimensional graphs 
should be interpreted 

by measuring,  
not counting. ✓  If a visual image can be 

placed in more than one 
category, you should 

apply the properties  
of both categories.

1

2 

3 

5

6

4 
 [ Angle  [ Proportion  [ Shape  [ Area

Kilometres

1:50
0   100    200
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itc’s companion Series – Resources to Guide and Inspire

Our innovative teachers’ companion is Australia’s best-selling 
teachers’ diary. Going strong since 2002, this trusted resource 
combines an everyday diary with a daily shot of professional 
development. With sales in excess of 700,000 copies, this 
companion inspires teachers to plan exciting lessons that enable 
students to become critical, creative and cooperative thinkers.   

Features include
•	 Early Years, Primary and Secondary editions
•	 Choose from 4, 5, 6 or multi-period Secondary editions
•	 Available in spiral or loose-leaf formats
•	 Allows the teacher to be organised – day planners, class  

rolls and more for the busy teacher
•	 Boosts whole-school pedagogical practice daily – creative 

lesson ideas and cognitive and co-operative thinking tools 
for higher-order thinking 

•	 Makes lesson planning easy and enjoyable
•	 Aligns to the national curriculum to save time and effort.

“Having the innovative teachers’ companion in our school  
makes my job easier every day. It is a quick and easy reference  
in my classroom and gives us a common language with which  
to discuss effective learning strategies.” 
Louise Rowley, Secondary School Head 
Teacher, NSW

innovative teachers’ companion

O R D E R  Y O U R  P R O D U C T S  O N L I N E  I N  M I N U T E S  –  itcpublications.com.au

Our popular innovative students’ companion is a one-stop 
resource to assist students to start and successfully complete 
assessments and stay organised throughout the school year. 
Now available in both Primary and Secondary editions, this 
unique learning tool shows students how to follow four  
easy steps to successfully research, plan and complete any 
assessment task. 

•	 A great alternative to the  
standard school diary

•	 Saves students time and stress by 
teaching simple yet effective ways  
to approach any assessment

•	 Enables students to use a monthly 
planner to record important dates 
such as exams, assessment tasks  
and presentations 

•	 Allows students to write down  
their research, thoughts and notes 

•	 Supports a whole-school approach to thinking, especially 
higher-order thinking

•	 Benefits students of all proficiency from Years 5-12
•	 Empowers students to be proactive and critical  

thinkers for life.

innovative students’ companion

Add the  
innovative  
students’ 

companion to 
your school’s  

book list!

Our beginning teachers’companion  
is an essential guide for new 
graduates. Designed to guide and 
inspire teachers within their 
momentous first years of teaching, 
this trusted guide explores seven key 
areas vital to successful induction into 
the classroom and the profession. 

•	 Welcomes new teachers to your school - a valuable gift
•	 Boosts pedagogical practice daily – hundreds of lesson  

ideas and cognitive and co-operative thinking tools to 
strengthen teaching practice 

•	 Shows how to engage students and build rapport in  
the classroom from day one

•	 Taps into the latest education research and consultation  
with the teacher-training sector

•	 Aligns with AITSL guidelines to save time and effort.  

Paul Herbert
Eric Frangenheim 
Gerard Alford

the beginning teachers’ 
companion

5© itc publications Pty Ltd
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So you want to be a teacher 1

Welcome to a great  
and noble profession
You have decided to become a teacher, an educator, 
someone who will shape the lives of possibly thousands of 
young people. Why have you embarked on this career path? 
What aspects of the profession have attracted you to it?

We all decide to become teachers for diverse and 
interesting reasons, driven by an ideal that we can make 
a difference. But one thing is certain, the modern 
classroom is a vastly different environment to that 
experienced by many students and young adults 
in their every day lives. Their environment is a 
constantly changing one, providing almost instant 
access to information on any subject that stimulates 
a student’s interest. The all powerful Google and countless social media outlets 
dominate. The natural inclination to explore and to experiment to make sense of the 
world around them abounds in our students. This ever changing world ensures one 
undeniable truth. The teacher can never be the fount of all knowledge. For many 
teachers, and those studying to be teachers, this concept can necessitate a dramatic 
and at times confronting realisation, “the teacher will never be the sole guardian 
of knowledge”. Understanding this concept is vital in our career development as 
teachers, because it ensures that our focus is on the teaching, not the content.

“When kids come to school, they leave behind the intellectual light of their 
everyday lives and walk into the darkness of the old fashioned classroom.” 

Prensky, M. (2008). Turning on the lights. Educational Leadership, 65(6), 40-45.

When students get to 
school they will find you 
and your teaching. 

12 © itc publications Pty Ltd
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So you want to be a teacher1

Split Y-Chart

A tool that encourages thought on not only 
the obvious but also a deeper understanding 
of the issue being explored. 

Looks Like: Start with the visual, the obvious, 
the concrete and then move on 
to ideas such as engagement, 
interaction and so on.

Sounds Like: Again start with the obvious in terms of what you would expect to hear 
but also consider the internal dialogues that should be expected, for 
example, “that sounds difficult but I am confident I can give that a crack”, 
“hey that’s not a bad idea I can use that in my work”.

Feels Like: Think of the tactile and the kinesthetic but also empathetic, tactile and 
emotional responses.

Good Teacher vs Good Teaching

While in no way advocating that you take the above approach in your classroom, this 
staged scene illustrates well the idea of Teacher Vs Teaching. 

It is quite possible to be a good teacher and yet have poor teaching practice. 
This concept may appear to be counter-intuitive but is one that clearly needs to 
be understood. Too often we focus on the teacher and examine the qualities of a 
good teacher without carefully considering the instructional practice, the personal 
pedagogical practice, of that teacher. 

beginning teachers’ companion

~ �Thinking Skills and Four Steps to  
Success poster pack (2 posters)

~ Word Origins: Being an etymologist 

~ �Interpreting Visual images:  
Using the 6 categories  
for easy interpretation

~ Public Speaking Skills

~ �Handwriting Skills:  
Four easy steps to fast,  
legible handwriting.

Classroom Posters
Colourful A1 wall posters

Workshops and Consulting

Professional Development

A must for  
any beginning 

teacher!

ITC Publications © Contact +61 7 4638 8326             www.itcpublications.com.au

- Angle the paper slightly  - parallel to the writing arm- A sloping desktop helps

- Head leaning slightly forward
- Desk at waist level
- Bottom on the back of   the chair, back straight
- Feet flat on the floor

4 Easy Steps to Fast, Legible Handwriting

- The thumb tip, forefinger tip and 2nd finger rest   about 3cm from the tip of the pencil for left handers,   and 2cm from the tip for right handers- The pencil must rest on the second finger- Do not lock the pencil into the web between the   thumb and forefinger
- Fingers do the writing – stay flexible, don’t tighten up,   and don’t press hard

Ouch!

- Curved letters start with an anti-clockwise curve- Straight letters start with a straight line, drawn from top to bottom- Lift pencil only for letters f i j t x- Remember to slope all letters a little 

- Initially use four-lined paper to get the   proportions and the slope correct- Each letter has a correct starting point   (shown on letters a and b)

  Happy the Pencil’s Handwriting Tips:- A pencil is best for practising handwriting- A 3-sided pencil helps the grip

40°

- A soft, dark pencil line is easy to erase- Keep your pencil sharp, sharp, sharp!- Erase errors, take pride in presentation

Posture 1

3

4

2 Angle of Paper

Pencil Grip

Incorrect Pencil Grips

Forming the Letters

40°

Happy the Pencil is 
locked into the web between the thumb and the forefinger 
– he can’t move!

I’m slipping!

The index finger 
and the second 
finger are both on 
top of Happy the 
Pencil, instead of 
the 2nd finger being under the pencil, 
supporting Happy.

The index finger, 
2nd finger and thumb are wrapped around Happy the Pencil, 
squeezing him!

I can’t move!

ISBN 978-0-9806598-5-6
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Quality Teaching 
Makes the Difference
The research is conclusive;  
quality teaching makes the largest 
difference to student learning 
outcomes. Good teachers  
use tried and tested instructional techniques. They hone 
their craft through professional development, try new 
pedagogical methods, reflect carefully on their teaching and 
seek to improve through lesson observations and feedback. 

This is our area of expertise. 

At itc publications we are passionate about bringing 
pedagogy to life within classrooms. We have delivered 
hundreds of workshops to schools reaching thousands of 
teachers over the last 14 years. Our workshops are grounded 
by cutting-edge educational research using many of the 
engaging cooperative and cognitive tools in our publications. 

Furthermore, we offer hundreds of inspiring and practical 
lesson examples across all year levels and subject areas, 
enabling teachers to easily implement into their teaching.  
A number of our workshops and consulting services are 
accredited by the Board of Studies Teaching and 
Educational Standards NSW.  

Consulting and school workshops available
•	 Explicit Instruction – scaffolding for success
•	 Cooperative Learning – the power of peers
•	 Differentiated Instruction – catering for all
•	 Critical Thinking – making better decisions
•	 Creative Thinking – unleashing your students’ creative talents
•	 Explicit Teaching and Assessment – designing for success
•	 Broad Brush Unit Planning – How to design challenging units
•	 Lesson Observations and Feedback
•	 Parents – How to assist your child to be a better thinker 
•	 Lesson Planning – 1:1 joint lesson planning and team teaching

Contact +61 7 4638 8326   www.itcpublications.com.au
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1 PURPO
SE?Public Spe

aking Ski
lls

2 PLAN!

3 PRACTISE!

4 PRESEN
T!   

ASK YOURSELF – Who will be my audience? 

 [ How old are they?

 [ Male or female, or both? 

 [ What are their interests? 

 [ What are their needs?

 [ Why have they come to hear me? 

 [ What is my role – to inform? Entertain?  

Amuse? Encourage? Persuade?

When you’ve answered this you will know  

what language to use, what material to  

select and what approach you will take.

PLAN your speech by selecting your 

topic and arranging your material.

The content should be in 3 clear parts.

BEGINNING 

Catch your listeners’ attention.  

Start by telling them a story or a quotation,  

perhaps tell a joke or ask them a question.

BODY 

The main part of your talk. As a general rule, make 

no more than 5 main points, and ensure that your 

listeners recognise each one by making plain your 

move from one point to the next.

CONCLUSION 

Give a strong ending to your speech, with a 

positive statement, e.g. “So you can see that…”  

or “I’m sure you’ll agree that…”

NOTES are essential. DO
 ✓ write in large,  

clear script

 ✓ write headings  

and topic points

 ✓ use dot points

 ✓ number your pages

DON’T
 ✘ read your speech

 ✘ use large sheets of  

paper – envelope  

size is best

 ✘ let your notes get 

between you and  

your audience

PRACTISE as much as you can: on your own,  

in front of family and friends, to the cat, before 

the mirror. This will help you to get your timing 

right, become familiar with your notes and feel 

comfortable, relaxed and confident.

PRESENT your talk!  

Two important tools will help you do the 

job – they are your voice (verbal) and 

your body (non-verbal).

VERBAL TOOLS 

 [ Pace – don’t rush! Speak slowly and  

breathe deeply.

 [ Pauses – use these to give your audience  

time to think about what you have said.

 [ Pitch – vary your voice.  

Don’t speak in monotone.

 [ Volume – make sure everyone can hear you,  

especially those at the back!

 [ Clarity – speak clearly: open your mouth  

wide and don’t clench your jaw.

 
 NON-VERBAL TOOLS

 [Gesture – use your hands and arms 

to make your points, but don’t be  

a windmill!

 [Movement – feel free to move,  

but keep it natural. You aren’t  

on parade!

 [Eye Contact – look at your 

audience as you speak, but  

don’t stay on one person  

too long.
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Follow These 4 P’s to Make Your Mark!

Phone us today and speak with one of our consultants on 
(07) 3395 7727 to see if we can assist.

Would you like to hear more real-life case study examples  
of our in-school consulting programs and services?  
Visit our website for more information and testimonials via 
itcpublications.com.au
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