 (
Task: 
Formal meeting
)

 (
Before
) (
After
) (
During
)

 (
Proofread and Revise for content, meaning, mechanics, etc. 
) (
Create drafts, introduction, body, and conclusion.
) (
Activate prior knowledge of characteristics of a good speech
 and of chosen topic
.
)

 (
Experiment with language, sentence structure, word choice, cues and conventions
..
 Experiment with sequencing for impact and clarity
.
)
 (
Ensure all parts support thesis.
) (
Listen to other speeches and identify characteristics
 (hook, engagement, techniques of speech, body, 
conclusion
)
. 
)

 (
Practice
 for sharing (volume, pronunciation, clarity)
)
 (
Reflect on effectiveness of message for intended audience.
)
 (
Consider delivery:  expression, pacing, tone, as well as pronunciation, facial expressions, eye contact, poise. 
)

 (
Revisit examples of good speeches. 
) (
Share: enunciate clearly and carefully with correct pronunciation, emphasis, tone, pitch, and pace. 
)
 (
Clarify enunciation, pronunciation, volume, presentation techniques, sound effects, intonation etc. 
)
 (
Consider audience and purpose. Find /examine examples
 
)

 (
Seek and consider feedback. Check back to rubric. Celebrate!
)
 (
Choose topic, point of view.
)
 (
Share and peer edit
 – ensure respectful and inclusive language
.
) (
Reflect on language use, criteria.  
)
 (
Plan sequencing using organizers
 to plan opinions, opening/closing statements, justifications
.
)

 (
Gather materials needed for meeting, review rules and procedures
)
 (
Enduring Understandings
Communication is about creating and sharing.
Oral language should be used purposefully and is a means of expressing a range of information.
The structure of oral language is impacted by our audience and purpose.
Meetings have specific operational rules and procedures
.
A good meeting has a strong purpose and engages everyone
)
 (
E
xamine rubric
 and ensure understanding
. 
)
 (
Knows
Characteristics of a good 
meeting – procedures and operational rules
Audience and purpose 
Options for organizing thoughts
Parts of a meeting
Presenting skills, how to effectively communicate orally 
)








Dos     											Essential Questions    
 (
What makes a 
meeting, a meeting
?
What are the elements of a good 
meeting
?
What steps are required to arrive 
at the delivery/ participation in an effective meeting
?
How can I 
engage all participants
?
How can I make my point effectively?
How is meaning communicated?
How does audience and purpose affect a 
meeting
?
) (
Observe meetings
.
Identify characteristics of a good 
meeting
.
Activate ideas/knowledge/own experiences.
Choose topic
s
, audience and purpose.
Write 
and prepare
.
Draft, revise, proofread, peer edit.
Respond to feedback.
Select appropriate language.
Reflect on feedback.
Engage in meeting
. 
)








                                                                                                                                                                  


Outcomes
 (
CR3
0.1
) (
CC3
0.3
)

 
 (
CR3
0.3
) (
AR3
0.1
)

 (
CC3
0.1
) (
AR3
0.2
)

 (
CC3
0.2
)




