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Section 1: Public Speaking 
Best Practices

INTRODUCTION
what is a UC 4-H presentation? 
A presentation is a method used to communicate an idea 
or topic by showing, telling, or expressing your opinion. 
A presentation may be a demonstration, a talk, a speech, 
or a skit. A UC 4-H Presentation helps you learn to: 

 ü Research a subject

 ü Organize ideas in a logical order

 ü Share your spark or your passion

 ü Practice public speaking skills

why are public speaking skills 
important?
Giving presentations helps develop many life skills  
including the ability to speak in front of a group,  
organize ideas, and create and use graphics to  
support the spoken word. Public speaking skills are 
ranked number one among the skill sets of professionals 
(Lucas 2004). Other guiding factors for developing public 
speaking skills include: 

 ü Discovering an important component of leadership 
development

 ü Increasing self-esteem, self-confidence, and the 
ability to accept feedback

 ü Expanding skills for planning, preparation and 
performance

Presenters prepare for presentations by giving talks to 
project groups and UC 4-H meetings, practicing skills 
learned in a project, and observing other people giving 
presentations. 

Presentation and Sparks
UC 4-H offers opportunities for you to realize your true 
and full potential while learning about your spark. A 
spark is something that you are passionate about; it really 
fires you up and gives you joy. Use your spark to help 
you find what excites you and brings you purpose. Every 
member is encouraged to give a presentation each year. 
Show what you’ve learned; give a presentation. As you 
participate in projects, you collect information and ideas 
that can be shared with others. This sharing of information 
is part of the learning process.

where to Get Started
You can get ideas for presentations from many different 
sources. The first place to start is with your projects or 
developing a presentation around your spark. Your 
project leader, fellow members, and other adults also 
can be a source of ideas. Sources for presentation ideas 
are project manuals, books, magazines, websites, and 
brochures from various organizations.

Presentation Type and Style 
Presentations are not just demonstrations. You have 
many options ranging from traditional demonstrations 
for beginning members to persuasive speeches for more 
experienced members. All of the various presentation 
styles require similar skills and are designed to meet the 
interests and age-appropriate levels of the member. No 
style of presentation is better than any other. Choose the 
style that best fits you for your presentation and then try 
other styles as you advance in UC 4-H.

Public speaking 
skills are ranked #1 

among the skill sets of 
professionals.
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Step One: Choose the subject matter 
you wish to present. 
Select a subject in which you are interested and would 
like to present to other people. 

Step Two: Determine who the  
intended audience is.
Adults, teens, primary members, experts, or novices. 

Step Three: Determine the purpose of 
your presentation.
Determine the reason you are giving the  
presentation; such as, to inform, to teach facts, to 
motivate to action, to stimulate thought, or to show a 
process. Select a UC 4-H presentation format that best fits 
with the purpose of your presentation.

Step Four: Research your topic.
Find out the most accurate and recent information on 
your topic. Consult your project leader, knowledgeable 
people, magazines, books, or web sites.

Step Five: Develop an outline of your 
presentation.
Divide your outline into the introduction, body, and 
conclusion. Plan on how you will transition from one part 
of your speech to the next. 

Step Six: Develop a title. 
Is it an attention getter? Does it summarize your 
purpose? Is it short and to the point (no more than four to 
five words)?

Step Seven: Prepare your material 
for the presentation.
Use poster boards, digital slides, or other materials to 
illustrate the main points of your presentation. Use your 
outline to serve as the text of your poster board/digital 
slide illustrations. Select models and hand-held objects to 
be used in the presentation.

Step Eight: Practice giving your 
presentation.
Practice makes perfect. How will you set up your 
workspace? How will you handle the materials as you 
show them? Where will you place them when you put 
them down?

Step Nine: Prepare for questions.
Try to anticipate questions that may come up and find 
answers to those questions.

PLANNING A UC 4-H PRESENTATION:
A FEw EASY STEPS

Tips for Project Leaders
1. Help the youth choose a topic that interests

them. Presentations are supposed to help
the youth learn more about a topic by
giving them a chance to teach the topic.

2. Presentations require practice, and practice
shows during the Presentation Day.

3. Memorization may work for some youth,
but learning the presentation is better
because the youth appears fresh during
each presentation.

4. Prepare the youth for problems
including distractions, tough evaluators,
falling posters, and forgotten items.

Preparing for the big day:
 ü Practice for 20 minutes a day out loud. This will help you work on volume, pacing, and intonation.

 ü Examine the clothes you will be wearing and look for tears, frays, loose buttons, and spots.

 ü Do a rehearsal of the speech in front of friends, your UC 4-H group, your family or another safe 
group. Let them guide you in areas that need a little more work. Practice makes perfect!

 ü Do a full dress rehearsal of the speech or presentation (even if it’s just in front of the mirror).

 ü Think positive, goal seeking thoughts!
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Responding to questions
The purpose of questions is to evaluate how you think 
using presentation information. You should make sure 
that questions are heard by the entire audience, and 
it is acceptable to repeat the question, paraphrase the 
question, or include the question in the answer. 

You have given an acceptable response when you state 
that you don’t know the answer to the question and pro-
vide a resource for finding the answer. 

Depending on the presentation type, you may think 
about using this five-step approach in responding to 
questions. This is an aide to help new members. Using 
these steps may vary depending on your situation. 

1. Listen to the entire question before you begin to 
answer any questions.

2. You should make sure that questions are heard by 
the entire audience, and it is acceptable to repeat 
the question, paraphrase the question, or include 
the question in the answer. 

3. Credit the person for asking the question. You may 
say something like, “That was a great question” 
or, “Glad you asked that question” or even, “I get 
asked that question by many people.”

4. Respond to the question honestly and the best you 
can. If you do NOT know an answer to a question, 
tell them you do not know the answer. 

5. If it’s applicable and appropriate, bridge to the 
next question by asking them a question. “Does 
that answer your question?” or “Is that the kind of 
information you were looking for?” This is critical. 
Once they respond “YES”, you now may go to 
the next question. This also gives them one more 
opportunity to say “No” and allows them to clarify 
their question by asking it again.

CONTENT
 THE PURPOSE AND THE INFORMATION AND IDEAS PRESENTED

The content is the core information and ideas of your 
presentation. Content will vary depending on the topic 
selected, the presentation format, and the presenter’s age 
and ability. 

Purpose
The purpose of your presentation will depend on the 
presentation format. For example, you show how to 
do something in a demonstration while educating the 
audience on a single topic in an informative prepared 
speech. You will have accomplished your purpose 
effectively if by the end of your presentation, you have 
transmitted information, told a story, motivated people 
to act, or entertained people - depending on the 
presentation format. 
 

 ü Presenter’s breadth and depth in content (ability)

You should select a topic you feel confident presenting. 
Greater breadth and depth in ability and knowledge of 
the topic is expected for a senior member (14-19 years 
old) than for a junior member (9-10 years old). 

 ü Presenter’s knowledge of content

You need to have a good level of knowledge about your 
content to convey it effectively. Your knowledge will come 
across during your presentation and when the evaluators 
ask you questions. 

 ü References

You should remember to cite the source of the information 
gathered from research either verbally, throughout your 
presentation, or in writing at the conclusion of your pre-
sentation on a poster or slide. Senior members may want 
to use a standard citation system like APA or MLA.

 ü Appropriate content

The UC 4-H program promotes diversity of opinions and 
free speech, while UC 4-H also aspires to create a wel-
coming environment committed to the highest standards of 
civility, respect, and decency. 
We request youth refrain from including 
overtly religious topics and political cam-
paign messages in their 4-H presentations.

Is that the 
information you 

were looking for?
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STRUCTURE
THE FRAMEwORk THAT ORGANIzES THE CONTENT

Main Parts 
Divide your outline into the introduction, body, and 
conclusion. Plan on how you will transition from one part 
of your speech to the next.
•	 Introduction: Use an opening device to create 

interest in your topic. Present the main idea which can 
be the purpose of your presentation, a topic sentence, 
or thesis. Preview the main points you intend to cover 
in the body of your presentation.

•	 Body: Tell them and show them. Tell them the three 
main points of your talk or demonstrate your process 
for making an item.

•	 Conclusion: Include a summary of the body’s main 
points and use a closing device to make your 
presentation memorable.

•	 Transitions: Smooth transitions are important to 
the organization of your speech. Transition words or 
phrases help you transition from one point to the next 
and make it easier for the audience to follow along.

Number of Main Points 
When organizing your presentation, consider how many 
main points you will have. Too few or too many main 
points can impact how the audience understands and 
remembers your presentation. To determine the number 
of main points you may need, make a list of your ideas, 
then group them into categories as needed to condense 
the number and identify main points. Two, three, or four 
main points is a good rule of thumb.

Organize Main Points
The main points of a presentation may be organized in 
several ways. Determining which order is best for your 
presentation depends on your topic, the purpose of your 
presentation, and your audience. Five common ways to 
organize the body of a presentation are: 

 ü Chronological Order: The main points are based 
on time or date. This is best for topics of a historical 
nature, or which explain a process or how to do 
something. 

 ü Spatial Order: The main points follow a 
directional pattern or are organized based on 
physical space. This is best for topics which involve 
geography or describe a physical place or thing, 
such as cities, countries, and buildings. 

 ü Causal Order: Main points show a cause-effect 
relationship. Best for persuasive topics. Tip: The 
“effect” can be discussed first and then the “cause” 
for events which have already happened.

 ü Problem-Solution Order: The first main point 
deals with the existence of a problem and the second 
main point presents a solution to the problem. Best 
for persuasive topics. 

 ü Topical Order: Main points divide the topic into 
logical and consistent subtopics. Best for most topics 
and presentation types. Causal: main points show a 
cause-effect relationship.

Hold the Audience’s Attention
Capturing and holding the audience’s attention may be 
challenging. People may not naturally listen because 
the presenter is presenting. Presenters need to create a 
connection with the people in the audience.  

 ü Start with the unexpected and ignite interest  
early in your speech

 ü Relate parts of your speech to the audience’s 
interests, experiences, and lives

 ü Use theatrical property (aka “props”)

 ü keep your speech moving

 ü Use humor and make people laugh

 ü keep it interactive

An opening device can be:
 ü A thoughtful question
 ü A clever story
 ü A bold statement
 ü An interesting statistic
 ü A short video clip

 ü As a result 

 ü In other words

 ü Another key point

 ü To summarize

 ü In conclusion

Try these transition words/phrases:
 ü First, Second, Third 

 ü Next

 ü In addition

 ü For example  

 ü Although
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MECHANICS OF PRESENTING
HOw THE PRESENTER CONVEYS THE CONTENT

As a presenter, you should explore different ways to 
effectively communicate by using different presentation 
formats and styles. While each person is most effective 
when they become comfortable with their own unique 
style, the following materials on presentation mechanics 
are intended to provide a base of accepted presentation 
practices with which to start.

Verbal: Speaking Voice
Creating a dynamic speaking voice involves more than 
mastering the physical skill; it involves visualizing the 
ideas you are trying to convey. Change the volume, 
speed, and tone of your voice. Present to individuals 
in the audience and check for understanding by the 
audience’s facial and physical reactions. These reactions 
reflect their understanding of your presentation. Don’t 
forget to add in your own style.

Projection and Volume: Project your voice to the 
audience in the back of the room. Volume should match 
your audience and room size. Remember, your voice 
is louder to you than to the rest of the audience. If you 
speak too quietly, your audience will not understand you. 

Tone and Vocal Variation: Can be used to 
heighten the quality of your speech – use it to reflect on 
your message. Try and remember to avoid using the 
same tone throughout your presentation.

Speech Rate: Rate is how slow or fast you speak. 
You can use different speeds of speaking to make your 
presentation more interesting. However, speaking too 
slow can be boring for your audience, while speaking 
too fast can make it difficult for your audience to 
understand you. 

Non-Verbal Communication
The use of non-verbal communication can increase 
clarity and add interest to your presentation. Non-verbal 
mechanics are another way your style can be exhibited.

Body Positioning: When positioning yourself in the 
front of the room, stand slightly to your right side or left 
side of the presentation area. Any posters, digital slides, 
or other props or visuals should not be blocked and 
should be visible to the audience.

Standing and Posture: Your weight should 
be distributed evenly with feet shoulder width apart 
and knees unlocked. If you become tired during the 
presentation, shift from front to back (put one foot behind) 
because this type of body movement does not introduce 
a swaying look to the presenter.

Gestures and Movement: Use hand movements 
similar to those you use during a conversation. The larger 
the room, the more animated your gestures should be. 
Gesturing should focus toward the audience. Keep your 
hands to your side and in sight. Hands out and palms 
up. Other hand positions limit gesturing. They should 
appear spontaneous and natural and enhance your 
speech. Gestures and movements to avoid:
 

 ∅ Turning your back to the audience

 ∅ Hiding your facial expression

 ∅ Crossing your body with your hands

 ∅ Putting your hands in your pocket

 ∅ Putting your hands behind your back

 ∅ Leaning on tables or props

 ∅ Fidgeting or rocking

Eye Contact
Eye contact is very important. For small audiences, try 
and engage each member by making eye contact with 
them. For large audiences, move your eyes around the 
room (right, to left, and back to center). The avoidance 
of visual contact with the audience leads to the 
perception of unpreparedness and awkwardness.

Pauses
well-planned pauses are important when con-
veying an idea. Avoid vocalized pauses in-
cluding “um,” “er,” “like”, “well”,“right”, “you 
know”, “so”, and other vocalized fillers that 
detract from your presentation. 
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Notice which combinations are 
easier and harder to read.

 TIPS FOR POSTERS  
AND DIGITAL VISUAL AIDS

Words on posters, charts, and digital visual aids should 
be easy to read. People find it easier to read words 
running from left to right across the page rather than from 
top to bottom on a page. Be consistent in style.
 

Lettering
 ü Use bold letters for headings where you want to 

make a point. 

 ü The use of plain lowercase letters makes charts 
easier to read. They should also be used for sub-
items in a list and additional information. The eye 
moves quicker through them with a minimum delay 
in reading.

 ü Use a font and large size letters that are easy to read 
from the back of the room. 

 ü Use capital letters, italics, and/or color to provide 
emphasis. Use strong and forceful headlines. 

 

Posters
When your visual aids are the same size, they are 
easier to handle, and you appear more organized and 
professional. 

 ü Make sure you have adequate color contrast. 

 ü Avoid using pastel colors.

 ü UPPERCASE (capitals letters) should be limited to 
titles, headings, or where you want to make a point. 

 ü Lettering should be bold enough to be easily read 
from a distance.

 ü Lettering should be 1 ½ inches in height and/or 125 
point text or larger.

 ü Leave at least an inch between lines of text and an 
inch between each word.

 ü Use bullet points to guide eye movement toward key 
points. 

Digital Slides
The use of digital slides is encouraged. Website and 
software are available to use. Some include and are not 
limited to Microsoft PowerPoint, Prezi, Google Slides, 
Apple Keynote, and Apache Impress.  

 ü Lettering should be at least 24 size font.

 ü keep text to a minimum.

 ü Text should be used as an outline.

 ü Use photographs and graphics that support the 
message of each slide.

 ü Use bullet points. 

 ü Avoid using pictures as backgrounds for slides

 

Color Combinations
Colors can create the desired mood or atmosphere for 
your message. Visual aids may do a good job when 
made in black and white; color, when used well, will 
help them do a better job. Limit colors to two or three in 
visual aids, so color does not become too distracting to 
the viewer or audience.

Ingredients:

•	 Flour 

•	 Baking powder

•	 Salt

•	 Eggs

•	 Sugar

•	 Milk

•	 Butter

UC 4-H Style Guide
Members may want to check-out the resources 
available in the UC 4-H Style Guide at 
https://ucanr.edu/sites/communicationstoolkit/

https://ucanr.edu/sites/communicationstoolkit/
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Visual Aid Checklist:

 p Visibility - Is it easy to see and read from where participants sit?

 p Simple - Is the message easy to understand? 

 p Interest - Does it attract and hold attention or is it cluttered with too many words or 
pictures? 

 p Useful - Are the lettering, words, and pictures suitable for the subject and audience? 

 p Structure - Are the ideas grouped in sequential order? 

 p Information - Is it factual and is the data current?

 p Spelling - Is all the information spelled correctly? 

Helpful Hints
1. Plan visual aids for the room in which you speak. If the room will be

classroom size, think about what can easily be seen from the back of the
room.

2. Distance makes visuals harder to read; neatness becomes even more
important.

3. Select materials for posters that are easy to use. If poster board is thin, wind
can make the board difficult to control. Try foam board or matte board for
better results.

4. Setup your posters and materials so they are within reach and easy for you
to handle. You may move the easel and table to where they are the most
comfortable doing your presentation.

5. keep work areas neat with as few items as possible. Remove items from the
table when complete. Do not place any items in a manner that will block your
audience’s view.

6. Be adaptable; room sizes vary and may limit your ability to do some
activities.
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 ADAPTING TO VIRTUAL PRESENTATIONS

Presenting Virtually Online 
With the emergence of digital connectivity technology, 
presentations may now be given on the computer. 
Learning to present virtually is becoming an important 
skill in the workplace. Youth will need to adapt their 
presentations to take advantage of the technology, 
including designing slides, keeping the audience’s 
attention, and handling technology problems. 

• Pick up the pace.

Attention spans are shorter during virtual presentations. 
Your virtual presentation should be shorter. Also, spread 
content over more slides so there are more frequent 
screen changes. 

• Guide the attention of the audience.

Make sure the titles on your slides are more descriptive 
and capture the main point. Also use your voice to guide 
attention, creating a dynamic speaking voice.

• Reduce the use of flair.

Minimize the use of animation and complex transitions on 
your slides. Plan not to show videos. 

• Consider slide contrast and screen size.

Screen sizes range from large (TV) to small (cell phone), 
so use larger fonts, plenty of white space, and don’t put 
things near the edges of your slides. 

Eye Contact
Eye contact is very important and is difficult to do when 
presenting virtually. You want to look directly into your 
camera/webcam so your audience feels you looking at 
them. Focus on leaning into the camera occasionally to 
enhance eye contact. 

Responding to Questions 
You should make sure that questions are heard by the 
entire audience, and it is acceptable to repeat the 
question, paraphrase the question, or include the question 
in the answer. If the question was typed into a chat pod, 
you may safely assume that the audience will read the 
question. 

Technology
The technology used for virtual presentations may change 
over time, so contact the event coordinator to learn more 
about the capabilities of the technology being used. 

Required equipment:
• Computer or tablet with webcam, microphone,

speakers, and wifi connection
• Or smart phone with camera
• Installed software for the specific connection

technology

Connectivity Problems
One of the biggest fears to presenting virtually is about 
technology failing, whether the Internet bandwidth is 
too slow or a computer crashes. If equipment used in 
the presentation malfunctions, then you may request an 
opportunity to restart the presentation once you have 
had a chance to repair the equipment. Adults may assist 
with equipment malfunctions. Evaluators should give 
the presenter the opportunity to relax and regroup their 
thoughts prior to restarting the presentation.

Setup
You are responsible for supplying and setting up 
all equipment for the presentation, including digital 
technology. Others may help you setup the necessary 
technology when doing a virtual presentation. 

Key tips: 
 ü Test your software and connection
 ü Practice using the software beforehand
 ü watch other people present virtually to get 

ideas for what works and what does not

When you join the virtual room: 
 ü Activate your camera and microphone
 ü Remain on camera (unless you experience 

poor Internet bandwidth)
 ü Remain muted
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SELECTING A TOPIC (PAGE 1)
Selecting your presentation topic is the first step in planning your presentation. 

Use the prompts below to brainstorm and narrow down your ideas. 

Brainstorm
List a few things you like to do or do often.

Topic Your response

Things I do in 4-H

Things I collect

Things I do after school

Things I like to read or learn 
about

Things I do for fun

My Favorite Things
Of the topics I have brainstormed above, which are my favorite, a spark, or something I 

am passionate about? Your sparks and topic do NOT have to be 4-H related.

Topic Your response

1

2

3

Section 5: worksheet
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Topic Reflection
Go through your top three favorite things and check mark for each of these questions.

Topic #1 Topic #2 Topic #3

Is the topic appropriate?

Do I know enough about the topic (or can I learn enough) to 
present on the topic?

Can I find good quality information about this topic?

Do I want to learn more about this topic?

Is this a topic I will enjoy presenting up to 4 or 5 times? 

Choosing My Final Presentation Topic
You have taken the time to brainstorm ideas, you have picked your favorite ones,  

and reflected on the questions above. Now it is time to choose your final presentation topic! 
Ultimately, the choice is up to you. Congratulations on selecting a topic!

Presentation Topic

Select a Presentation Type 
How do you want to share your ideas with others? 

Do I want to demonstrate and show the audience how to do something?                           Demonstration

Do I want to tell the audience how to do something, but not physically demonstrate it? illustrated talk

Do I want to display my knowledge on the subject, give a short summary of the knowledge in a 
speech, then have the audience come up and read the display for further information? 

educational Display

Do I want to inform the audience of something without visual aids (posters, equipment) or notes?  
informative Prepared 
speech

Do I want to convince the audience of something without visual aids (posters, props) or notes? 
Persuasive Prepared 
speech

Do I want to directly read a piece of material out loud to the audience and then describe?  interpretive Reading

Do I want to perform? Cultural arts

Do I want to inform others about a 4-H related topic in a fun way? share the Fun skit

Do I want to study up on 3 pre-announced topics and then deliver a speech with only 3 minutes 
to prepare?

impromptu speech

Do I want to present the results of a science investigation or engineering design?
science or engineering 
Presentation

Once you have identified how you want to share your ideas, make sure  
to read the page dedicated to describing the requirements  

for that presentation type!

wORkSHEET: PLANNING A UC 4-H PRESENTATION
SELECTING A TOPIC (PAGE 2)
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wORkSHEET: PLANNING A UC 4-H PRESENTATION
ORGANIzER (PAGE 1)

Presentation Topic

Title

Presentation Type

Introduction

Opening device or attention getter                         

Personal introduction

Purpose of the speech and 
summary of main points, reading, 
skit, performance

Transition statement

Body (main points)

Main point 1                      

Transition statement

Main point 2

Transition statement

Main point 3

Transition statement
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wORkSHEET: PLANNING A UC 4-H PRESENTATION
ORGANIzER (PAGE 2)

Conclusion
Summary of the body’s main 
points, reading, skit, or 
performance

Closing device

References 
(where you gathered your information)

1

2

3

Responses to Possible Questions

Possible Question Response

Attire: What will you wear?

Visual Aids and Note Card 
Please review the page for your selected presentation type to determine whether  

the use of props, supplies, equipment, or note cards are allowed. 
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watch sample presentations at: 
http://4h.ucanr.edu/projects/leadership/publicspeaking/  

4-H Resources
Texas A&M Explore Public Speaking Project at https://texas4-h.tamu.edu/projects/public-speaking/
PennState 4-H Public Speaker’s Handbook: A guide to preparing and presenting speeches and demonstrations 
at https://extension.psu.edu/programs/4-h/members/projects-resources/communicationarts/
general/4HPubSpeakersHB.pdf

Toastmasters International
Toastmasters International is a nonprofit educational organization that teaches public speaking and leadership skills 
through a worldwide network of clubs. Toastermasters offers opportunities for youth to develop their communication 
and leadership skills. https://www.toastmasters.org/

Books
Claire Duffy’s 2018 book, The teen’s guide to debating and public speaking. 
Joy Jone’s 2019 book, Fearless public speaking: A guide for beginners (SparkNotes).
Diane Windingland’s 2012 book, Speech class for teens: 28 speech class lessons plus handouts and forms.

http://4h.ucanr.edu/projects/leadership/publicspeaking/
https://texas4-h.tamu.edu/projects/public-speaking/
https://extension.psu.edu/programs/4-h/members/projects-resources/communicationarts/general/4HPubSpeakersHB.pdf
https://extension.psu.edu/programs/4-h/members/projects-resources/communicationarts/general/4HPubSpeakersHB.pdf
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