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Speech Day Guidelines 
                             Revised 2/21/21 

 
 

My goal is to have each of you present a well-researched,  
well-organized, easy to follow, and well-rehearsed speech 

that uses clean and professional looking PowerPoint slides. 
 

When it comes to giving speeches in this class, my standards are high  
which is why I created Speech Day Guidelines. 

 
To help with your journey of becoming a better speaker and getting the maximum number of points for 
each speech, pay close attention to the following: 
 
Effective speakers are aware of several things when developing and delivering their presentation:   
-  Is what you are saying meaningful to your audience? 
-  Is your information accurate? 
-  Do you have a path your audience can follow to understand your message? 
-  How well do you handle distractions that occur during your presentation? 
-  Does your PowerPoint enhance or detract from your overall message? 
 
When you practice OUT LOAD, put your PowerPoint & SPC Observation sheet next to each other and 
compare them line by line to make sure you’re doing what good speakers do. 
 
In the past, when it came time to give your speeches they would be spread out over a three-day period.  
Now because our course is virtual, everyone’s speeches will be due at 11:59pm on a certain day. 
Because of this, it will take at least one week after they’re due to get the grades back to you.  
 
 
If you choose to use Microsoft’s Artificial Intelligence or Design Ideas (right hand side in PowerPoint) 
to create your PowerPoint slides for SPC 1, be careful to stay within the parameters of the Batman & 
Robin section of your observation sheet. If you don’t, I can guarantee one thing, The Joker will be the 
one that determines your PowerPoint score not Batman and Robin. It happens every semester.  It’s not 
uncommon for a student to give an A speech and at the blink of an eye end up with a C or lower 
because they let The Joker take charge.   
 
Why don’t students do well in my classes?  It’s wasn’t because this was a highly theoretical or overly 
academically oriented course, it wasn’t because they were too nervous, it wasn’t because they had 
anxiety issues, it wasn’t because they stuttered or were visually impaired, and it wasn’t because they 
never given a speech before. They didn’t do well because they were LAZY. They didn’t watch the 
lectures, do the homework, assignments or take the announcements seriously.  They didn’t follow 
directions and just showed up with their speeches 
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The Big Picture 
You will be asked to give three speeches this semester, two informative and one persuasive.  Let’s 
start with the first speech which is about you. You will need to do research like any other speech. First 
you will need to watch one of my lectures (LEC 1) and do a homework assignment (HW 1).  
 
To keep your information together you’ll need an outline to organize your thoughts (LEC 4 & LEC 5, 
Parts 1, 2, 3) and the Speech-Point Outline. 
 
To help make your speech be Interesting, Entertaining, and Memorable for your audience, you will need 
to create a set of PowerPoint slides (HW 2, HW 3 and LEC 6, Parts 1-3). 
   

Resources Available to Make You a Better Speaker 
  
* The Syllabus 

* 9 lectures and 9 scripts for each LEC 

* 16 homework assignments designed to help you build your speeches 

* A final exam that asked you to identify three things that helped you to become a better speaker. 

* Unlimited Zoom opportunities with myself 24/7 and James who will be available from 2-7 four days a 

week. Because of student’s work schedules I Zoomed with three students at 7:30pm and midnight. 

* 24/7 email access 

* Announcements giving you tips and strategies that help you stay on track to giving a good speech. 

* Watching and evaluating videos of previous speakers giving the same exact speech you will give. 

* Providing you with observation sheets on how I would exactly grade you 

* Asking you to compare your PowerPoint & speech to the observation sheet for the speech you are 

about to give to make sure you do what good speaker do. 

* Zoom to discuss your graded observation sheets to see what you did well and need tweaking. 

* Ask you to look at the SPC 1 and SPC 2 Observation Sheets to make sure you don’t make the 

same mistakes a second time. 

 
WIIFM (What’s in it For Me) meaning how will you benefit from following the Speech Day Guidelines?  
You’ll get a good grade on your speeches, and by the way learn how to give good speeches and I will 
benefit by seeing a lot of good speakers giving good speeches. 
 
If you are committed to comparing each line of each observation sheet developed for each speech, 
read no further.  Your grades will reflect your patience, discipline, and hard work.  If not, read on … 
  
 
Zooming and following directions are the key. 
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Students working on their last speech and/or have never zoomed before, have told me, “This (zooming) 
is something I should have done a long ago.” 
 
Students who have gotten a speech back with a low grade have asked me “Why did I do so bad?  I did 
everything you told me to do.”  I’m very sensitive to that question because that would have meant we 
would had to have worked together on their speech.   When I looked at their graded observation sheet, 
they had later changed things to their own liking, which is fine by me but they never looked at the 
observation sheet before their speech. 
 
When a student says, “Thanks for your help, I got an [A].”  I’m glad for them BUT I’m quick to point out 
they were the ones who did all the work.  In addition, I was able to see a great speech which is what 
I’m all about. 
 
Answers to Frequently Asked or Not Asked Questions, About losing points? 
SPC 1 

1. If I miss the speech deadline it will result in a [0]   YES   Deadlines are Deadlines. 
 

2. I use my phone for almost everything.  Will uploading be a problem for my assignments and 
speeches?   YES  If you can’t upload something you will lose the total points for the assignment.  
Contact Tech Support. 

 
3. Can I stop and start my speech if I make a mistake without penalty?  YES  In the classroom, no. 

 
4. I have intermittent Internet issues from time to time, will that hurt me?  YES Have a contingency 

plan like upload assignments long before they are due. 
 

5. Can I use a split screen upload small segments of my speech, or being in the background 
narrating the PowerPoint?  NO your speech will not be counted. 

 
6. Can I read the notes under my slides or type them on my slides when giving my speech?  NO 

you will lose points (see observation sheet).  This applies to any outline that is due throughout 
the semester. 

 
7. What is the format I need to use for my slides?  PowerPoint (ppt / pptt).  In addition to losing 

points for anything I cannot access, 100 additional points will be deducted from your overall 
speech total if you use any other format OR it is submitted as a PDF. 

 
8.  Can I handwrite my information in the Speech-Point Outline?   NO it must be typed, otherwise 

no points for you. 
 

9. Can I use a Word document for an outline?  NO, otherwise “no points for you.” 
 

10. Can I send you pictures of a document that is due instead of uploading it? NO, otherwise “no 
points for you.” 

 
11. If I upload any document that needs permission to opened, will I lose points?  YES. “no points” 
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12. Uploaded files must be labeled: last name, first name, SPC 1 Example: Smith, Robert SPC 1 
 

13. Does it matter if the words story, example, analogy, graph, problem, solution, introduction, 
rationale, main point or conclusion are on your PowerPoint slides?  Yes, you don’t need to tell 
the audience what you’re doing they will know. 20 points will be deducted for each infraction. 

 
 

14. If I use words like “crap”, “sucks” “let’s recap,” “snap,” “whatever,” “you know,” “he said, she 
said,” “I don’t know how to pronounce…” “blah, blah, blah,” and/or other non-descriptive words 
during my speech will that be okay?  NO 10 points will be deducted for each infraction. 
 

15. If I make the same mistake three or more times, will that affect my grade?  YES  For example, if 
your headers have not been bolded three or more times, 15 additional points will be deducted 
from your overall point total.  If you have three pictures that are distorted, that will be another 15 
points deducted from you overall point total. 

 
16. If my introduction, conclusion, PowerPoint preview and facts that follow are out of order, will I 

lose points?  YES, 25 points each.  It confuses the audience. 
 

17. What happens if I go past the 8-minute mark?  I stop listening and no more points are allowed. 
 

18. If you do not have a printer figure out where you can access one ahead of time. 
 

19. What happens if my speech did not upload with a picture or sound?  You will get half the 
points for that speech portion of your overall presentation. 

 
20. What happens if I upload my outline, PowerPoint, and or my video and they are sidewise or 

upside down?  Good question, you will have 25 points taken off your overall speech total. 
 

 
 
 
SPC 2 Everything above regarding SPC 1 also applies to SPC 2 
 

24. Only white backgrounds will be allowed for SPC 2 100 points will 
automatically be deducted from your overall point total in addition to any other infractions noticed. 

 
25. Do not use DESIGN IDEAS 100 points will automatically be deducted from your 
overall point total in addition to any other infractions noticed. 

 
26. Inaccurate information will not be counted.  No points for you. 
 
27. SPC 2 is strictly an informative speech.  Anything that can be construed as persuasive will not 
be counted.  No points for you. 

 
28. Anything beyond two testimonies or two charts will not be counted.  
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29. If quoting numbers, percentages, studies, etc. you must cite the source 

 

30.  You must use and cite at least one of Valencia’s data base during SPC 2  

 

31. You can only use yourself or one of your friends once as a concrete Example or Story, 
otherwise, no points for you. 

 

 
 
 
SPC 3 Everything above regarding SPC 1 & SPC 2 also applies to SPC 3 
 

30. Only white backgrounds will be allowed for SPC 3 100 points will 
automatically be deducted from your overall point total in addition to any other infractions noticed. 

 
31. Do not use DESIGN IDEAS 100 points will automatically be deducted from your 
overall point total in addition to any other infractions noticed. 
 
32. Do not deviate from the five steps laid out. Points will be deducted from the total Speech total.  
 
33.  If any of the steps are out of order 75 points will be deducted from the over speech total 
 


