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Chapter 1 

Daily Schedule 
 

 
 

 
Lina :  So, what's your usual day like? You always seem so 

busy. 

Yoga : Well, I usually get up around 5:00 a.m. and work on 

the computer until 6:00 a.m. 

Lina : Why do you get up so early? 

Yoga : Well, I have to leave home at twenty to seven (6:40 

a.m.) so I can catch a bus at 7:00 o'clock. It takes me 

about twenty minutes to walk to the bus stop from 

my house. 

Read the dialogue below 

http://www.esl-lab.com/schedule/schedsc1.htm#key
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Lina : And what time do you get to work? 

Yoga : Uh, my bus takes about an hour to get there, but it 

stops right in front of my office. 

Lina : That's nice. And what time do you get off work? 

Yoga : Uh, around 5:00 o'clock. Then, we 

eat dinner around 6:30, and my wife and I read and 

play with the kids until 8:00 or so. 

Lina : So, when do you work on your website? You said 

one time that you create it at home? 

Yoga : Well, my wife and I often watch TV or talk until 

10:00 o'clock. She then often reads while I work on 

my site, and I sometimes stay up until the early 

hours of the morning, but I try to finish everything 

by one or two. 

Lina : And then you get up at 5:00 a.m.? 

Yoga : Well, yeah, but it's important to live a balanced life. 

I enjoy what I do, but you have to set aside time for 

the family and yourself. 

Lina : I agree. 

Yoga : But I think my wife has the toughest job. She 

spends her whole day taking care of our family . . . 

taking the kids to school, working in the garden, 

buying groceries, taking the kids to piano lessons . . 

. [Wow!] It's a full-time job, but she enjoys what she 

does. 

Lina : Well, it sounds like you're a busy, but lucky man. 

Yoga : I think so too. 

 

http://www.esl-lab.com/schedule/schedsc1.htm#key
http://www.esl-lab.com/schedule/schedsc1.htm#key
http://www.esl-lab.com/schedule/schedsc1.htm#key
http://www.esl-lab.com/schedule/schedsc1.htm#key
http://www.esl-lab.com/schedule/schedsc1.htm#key
http://www.esl-lab.com/schedule/schedsc1.htm#key
http://www.esl-lab.com/schedule/schedsc1.htm#key
http://www.esl-lab.com/schedule/schedsc1.htm#key
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 Catch (verb): to get on 

I have to catch a bus in front of the bus station. 

 Get off work (verb): finish work 

She seldom gets off work before 6:00 p.m. 

 Dinner (noun): sometimes supper 

We seldom eat dinner after 8:00 p.m. 

 Stay up (verb): not go to bed 

I almost never stay up past midnight. 

 Set aside (verb): reserve, allow, or give a certain amount 

to 

You have to set aside enough time to study for your 

classes. 

 Toughest (adjective): most difficult, hardest 

 Key Vocabulary 
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The toughest part about being a parent is setting aside 

time for work, family, and self. 

 Take care of (verb): watch, look after 

You should take care of yourself so you don't get sick. 

 Groceries (noun): food and other items at a 

supermarket 

Mom is going to pick up some groceries from the store 

for dinner. 

 

Class Activity 

After read the dialogue, identify man’s daily schedule. Make a 

table of daily schedule if necessary. 

 

Your turn! 

Make your table of daily schedule. Tell it to your friends. 
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Chapter 2 

Clothing Styles 
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Selena : Hey, Justin. Are you ready for your trip? 

Justin : Well, not really. I still have to buy some clothes. 

Selena : Well, what’s the weather like where you’re going? 

Justin : Well, uh, it’s really hot in the summer, so I’m going 

to buy some shorts, sandals, and a few t-shirts. 

Selena : What about the rest of the year? 

Justin : People say that the fall can still be warm until 

November, so I’m going to buy some jeans and a 

few casual shirts. 

Selena : Will you need any warm clothes for the winter? 

Justin : Well, the weather doesn’t get too cold, but it often 

snows in the mountains, so I’m going to buy a 

couple of warm sweaters, a jacket, and a hat. I don’t 

have room in my suitcase to pack a coat, so I’m 

going to wait until I get there and buy it when I 

really need it. 

Selena : Are you going to take anything else? 

Justin : They say it rains cats and dogs in the spring, but 

again, I’ll probably just wait and pick up a raincoat 

or an umbrella later on. But, I’m going to take a 

good pair of shoes because I plan on walking to and 

from school every day. 

Selena : Do you need any clothing for formal occasions? 

Justin : Well, you never know when you might need 

something on the spur of the moment for a 

wedding or maybe someone’s graduation, or a nice 

Read the dialogue below 

http://www.esl-lab.com/clothing/clothingsc1.htm#key
http://www.esl-lab.com/clothing/clothingsc1.htm#key
http://www.esl-lab.com/clothing/clothingsc1.htm#key
http://www.esl-lab.com/clothing/clothingsc1.htm#key
http://www.esl-lab.com/clothing/clothingsc1.htm#key
http://www.esl-lab.com/clothing/clothingsc1.htm#key
http://www.esl-lab.com/clothing/clothingsc1.htm#key
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date, so I’ll probably take some nice slacks, a dress 

shirt, and a couple (of) crazy ties or two. 

Selena : Um, that makes sense. 

Justin : And I’ll just rent a suit or tuxedo if I need anything 

more formal. Hey, maybe I’ll get married. 

Selena : You? Married? Hah! 

Justin : Wait. What are you trying to say? 

Selena : I just can’t imagine you decked out in a tuxedo for 

any formal occasion. [What?] I mean, for high 

school graduation, you wore an old pair of jeans 

and tennis shoes. 

Justin : Hey, there was a reason for that, so let me explain. 

No, really. You see, it goes like this . . . 

 

 
 

http://www.esl-lab.com/clothing/clothingsc1.htm#key
http://www.esl-lab.com/clothing/clothingsc1.htm#key
http://www.esl-lab.com/clothing/clothingsc1.htm#key
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 Rest (noun): what is left over after everything else has 

been used, eaten, and so on. 

 Wow. Your suitcase is already full of shirts and 

shoes. What are you going to do with the rest of 

your clothing? 

 Room (noun): space 

 Do you have any room in your backpack for a 

couple more books? 

 Pack (verb): fill a suitcase, box, or another container 

 You’d better start packing your bags tonight so we 

don’t have to rush out the door tomorrow. 

 Rain cats and dogs (idiom): rain very hard 

 Last night, I was walking home from work when it 

began raining cats and dogs. Unfortunately, I didn’t 

have my umbrella with me. 

 Pick up (phrasal verb): buy something 

 Could you pick up some white socks from the store 

on your way home from work? 

 Formal occasion (noun): an important event where 

people wear special clothing and behave politely 

 I sometimes rent a tuxedo for formal occasions. I 

don’t want to buy one that I will only wear once 

every few years. 

 On the spur of the moment (idiom): without planning 

or preparation 

 She always makes decisions on the spur of the 

moment, so you never know what she’s planning. 

 Key Vocabulary 



 

#EnglishAcademyBengkulu  |  9 

 Slacks (noun): good-quality pants 

 You don’t have to wear a suit to the event, but you 

might want to wear a pair of nice slacks and a 

conservative tie. 

 Make sense (idiom): have a clear meaning or a sensible 

explanation 

 It makes sense to ask teachers to wear a nice shirt 

and tie to work. 

 Be decked out (idiom): dressed in formal clothes for 

special occasions 

 Everyone was shocked when my brother came to 

the barbecue decked out in a white tuxedo. Then, 

we realized he came to propose to his girlfriend. 

lass Activity 

Everyone has their own idol, so do you. Now, describe your 

idol’s clothing style to your friends. 

 

Your turn! 

Now, describe the clothing styles of a picture below and also 

explain your own clothing style to your friends. Good luck. 
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Chapter 3 

Camping under the Stars 
 

 
Afgan : Raisa, I’ve been looking forward to our yearly 

campout for three weeks. 

Raisa : Me too. 

Afgan : It’s going to be a wonderful day for hiking 

tomorrow. The great outdoors. Camping under 

the stars. This is the life. 
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Raisa : Yeah, but Afgan, I’m a little bit worried about the 

weather though. The weatherman said it was 

going to rain later tonight. 

Afgan : Ah. nonsense. Nothing can spoil our adventure. 

Those weather reports are never right. 

Raisa : And it said there was a chance of high winds. 

Afgan : Ah. Don’t worry. 

[Thunder] 

Raisa : Afgan, did you remember to bring our raincoats 

just in case, like I told you? 

[Light rain] 

Afgan : Uh . . . no. I left them on the front porch. 

[Heavy rain] 

Raisa : What are we going to do now? 

Afgan : We’ll have to sleep in the car! Hurry, get in! 

[Door shut] 

Raisa : So, Afgan, what are we going to do now? 

Afgan : How about playing a card game? 

Raisa : Uh. I left them next to the picnic table. Hey, you 

don’t want me to go out in this rain and get them, 

do you? 

Afgan : No. That’s okay. So what now? 

Raisa : Well, we could head down the mountain and stay 

at that hotel we passed on the way up, or go 

home. 

Afgan : Hmm, why don’t we just make the best of it here 

and hope the weather clears. 

Raisa : That’s a good idea. 

 

 

http://www.esl-lab.com/camp/campsc1.htm#key
http://www.esl-lab.com/camp/campsc1.htm#key
http://www.esl-lab.com/camp/campsc1.htm#key
http://www.esl-lab.com/camp/campsc1.htm#key
http://www.esl-lab.com/camp/campsc1.htm#key


 

12  |  #EnglishAcademyBengkulu   

 
 

Key Vocabulary 

Vocabulary 
Part of 
Speech 

Definition Example 

Nonsense Noun 
Untrue or 
incomprehensible 
statement or idea 

Stop 
talking nonsense and 
tell us exactly what 
happened. 

Spoil Verb 
Ruin; frustrate; 
block; prevent 

I hope this bad 
weather 
doesn’t spoil our 
picnic this afternoon. 

Porch Noun 

A small area just 
outside the front 
door of homes 
where you can sit 
and relax 

Let’s go sit on 
the porch and enjoy 
the cool evening 
breeze. 

Head down 
Phrasal 
verb 

Go down 
I’ll head down to the 
store after dinner to 
pick up some milk. 

Make the 
best of it 

Idiom 
Do what you can 
under the 
circumstances 

We've had to make 
the best of it ever 
since dad died last 
year. 
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Class Activity 

Practice the dialogue above with your partner. 

 

Your turn! 

Make a dialogue about camping or planning to go travelling 

with your friends. Then, practice it in front of the class. 
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Chapter 4 

Business Communication 
 

 
 

Secretary : Hello, Icon Computers. May I help you? 

Caller  : Yes, this is Septa Pratama from Gladiator’s Office 

Supplies. May I speak to Febriola Bunga, please? 

Secretary : I’m sorry, but she’s not in right now. 

Caller  : Okay, do you know when she’ll be back? 

Secretary : Uh, yes, she should be here later on this 

afternoon maybe about 4:30. May I take a 

message? 
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Caller  : Yes. Ms. Nabilla sent me a brochure detailing 

your newest line of laptop computers with a 

description of other software products, but 

there wasn’t any information about after-sales 

service. 

Secretary : Oh, I’m sorry. Would you like me to fax that to 

you? 

Caller  : Yes, but our fax is being repaired at the moment, 

and it won’t be working until around 2:30. Hum . 

. . could you try sending that information around 

3:30? That should give me time to look over the 

material before I call Ms. Nabilla, say, around 

5:00. 

Secretary : Sure. Could I have your name, telephone 

number, and fax number, please? 

Caller  : Yes. Septa Pratama and the phone number is 

560-1287. And the fax number is 560-1288. 

Secretary : Okay, Septa Pratama. Is your name spelled P-e-

r-t-a-m-a? 

Caller  : No. It’s Pratama without "e" and with “a”. P-r-a-

t-a-m-a. 

Secretary : All right, Mr. Pratama. And your phone number 

is 560-1287, and the fax number is 560-1288. Is 

that correct? 

Caller  :  Yes it is. 

Secretary : All right. I’ll be sure to send you the fax this 

afternoon. 

Caller  : Okay, bye. 

  

http://www.esl-lab.com/tc1/tcsc1.htm#key
http://www.esl-lab.com/tc1/tcsc1.htm#key
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Key Vocabulary 

Vocabulary 
Part of 
Speech 

Definition Example 

Brochure Noun 
Pamphlet, small 
booklet 

Could you send 
me 
a brochure of 
your laptop 
computers? 

Detail 
Verb, 
also 
noun 

To explain 

The manager 
decided 
to detail his 
recent visit to 
our parent 
company. 

 

Class Activity 

Practice the dialogue above with your friends. 

 

Your turn! 

Make a short dialogue with your partners. The topic is about 

communicating in business field. Then, practice it in front of 

the class. 
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Chapter 5 

College Life 
 

 
 

Monica : Oh, hi David. Long time, no see! 

David : Hi Monica. I was in the neighborhood, so I thought 

I’d drop by. 

Monica : Come on in. Take a seat. Would you like anything 

to drink? I have Sprite or orange juice. 

David : Sprite would be fine. Uh, so, how have you been? 

Monica : Oh, not bad, and you? 

David : Oh, I’m doing okay, but school has been 

really hectic these days, and I haven’t had time to 

relax. 

Monica : By the way, what’s your major anyway? 

http://www.esl-lab.com/
http://www.esl-lab.com/school1/schsc1.htm#words
http://www.esl-lab.com/school1/schsc1.htm#words
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David : Hotel management. 

Monica : Well, what do you want to do once you graduate? 

David : Uh... I haven’t decided for sure, but I think I’d like 

to work for a hotel or travel agency in this area. 

How about you? 

Monica : Well, when I first started college, I wanted to 

major in French, but I realized I might have a hard 

time finding a job using the language, so I changed 

majors to computer science. With the right 

skills, landing a job in the computer industry 

shouldn’t be as difficult. 

David : So, do you have a part-time job to support 

yourself through school? 

Monica : Well, fortunately for me, I received a four-year 

academic scholarship that pays for all of my 

tuition and books. 

David : Wow. That’s great. 

Monica : Yeah. How about you? Are you working your way 

through school? 

David : Yeah. I work three times a week at a restaurant 

near campus. 

Monica : Oh. What do you do there? 

David : I’m a cook. 

Monica : How do you like your job? 

David : It’s okay. The other workers are friendly, and the 

pay isn’t bad. 

 

  

http://www.esl-lab.com/
http://www.esl-lab.com/school1/schsc1.htm#words
http://www.esl-lab.com/school1/schsc1.htm#words
http://www.esl-lab.com/school1/schsc1.htm#words
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Key Vocabulary 

Vocabulary 
Part of 
Speech 

Definition Example 

Hectic Adjective Very busy 

Life is always 
very hectic when 
you’re trying to work 
and go to school at the 
same time. 

Major 
Noun or 
verb 

Course of 
study 

 I’m thinking 
about majoring in 
computer science 
next year. (verb) 

 What is 
your major? 
(noun) 

Land (a job) Verb 
To secure, 
win, or get a 
job 

It is becoming 
increasingly difficult 
to land a job in the 
field of language 
teaching. 

Work (your 
way) 
through 
(school) 

Verb 

Think 
through, in 
this case, 
work while 
going to 
school to 
support 
yourself 

A. Since my parents 
had no money, I 
had no choice but 
to work myself 
through school. 

B. Sometimes we 
just have to work 
through many 
new experiences 
before we 
understand the 
language and 
culture. 
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Class Activity 

Practice the dialogue above with your partner. Do not forget 

to review the key vocabularies in the table. 

 

Your turn! 

Make a short conversation about college with your partner. It 

can be about your planning to continue your study to a 

college, or your opinion about a particular university. Then, 

practice it in front of your class. 
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Chapter 6 

News Reading 
 

 
 

 

1. What is News Reader? 

A news reader or often called news anchor or news 

presenter is a professional who specializes in presenting 

news in the broadcast medium. Television, radio, and 

webcasting news services all use anchors to provide news and 

commentary. This position is considered extremely high 

profile, since the person is the face of his or her station. 

Newscasters often compete for top slots as anchors, and 

prominent ones may command hefty salaries and other 

benefits. 

http://www.wisegeek.com/what-does-a-news-presenter-do.htm
http://www.wisegeek.com/what-does-a-news-presenter-do.htm
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In the very basic sense, a news anchor simply reads the 

day's news. Many anchors may also add commentary to their 

readings, and some act as reporters or journalists, actively 

seeking out news and writing their own stories. In some 

cases, this person may conduct interviews or report live from 

the field for important breaking news. These broadcasts may 

be recorded or live, depending on the station; if live, an 

anchor has to be extremely confident and self-assured, as 

there are no re-dos in live broadcasting. 

 

 
 

2. Writing a news script 

Writing a TV news script is not as easy as it might seem 

at first. You might think that all you need to do is cover the 

simple five W's and one H (who, what, where, when, why and 

how), but it's actually more complex than that. Writing a news 

script is structural and strict in a sense that you need to cover 

all the facts. However, it is also predictable because there's a 

certain pattern that needs to be followed. 
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 Parts of a News Script 

Writing for a TV newscast is a challenge and it 

could be difficult at first. Therefore, knowing the main 

parts of the script will help. 

o Introduction, or "the Readers" 

This is the first 30 seconds, an introduction 

read by the news anchor in the studio. It is 

commonly called RDR or "the readers". There are 

no videos included in the script yet, only a photo of 

the headline and the anchorperson is seen on the 

TV screen. 

A. Lead. A lead is a one line thesis statement of 

the report. It consists of about 15 words. It 

introduces the main topic of the script. 

B. Five W's and one H. These are the who, what, 

where, when, why and how questions. 

Answers to these basic questions are briefly 

written for the RDR and are assessed one by 

one in the body of the report. 

C. Writing the RDR. Since the readers or RDR 

only lasts for 30 seconds, it has to be 

substantial. But you do not need to squeeze too 

much of the message into one paragraph. Here 

is a guide on how to write the RDR: 

1) Use simple but compelling words. The 

lead is the first sentence that the anchor 

says, so it has to be inviting. The viewers, 

upon hearing the lead, should be hooked 

to watch the whole report or segment. Use 
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words that appeal to the senses and 

interests of the viewers. 

2) One thought at a time. The viewers will 

only hear the RDR once. It's vital to keep 

sentences short but clear. Limit sentences 

to 15 words because it is easier to digest 

and get the thought of the story with 

simple and clear information. 

3) Do not quote. If the headline is about what 

the President said, never use phrases such 

as “...and I quote”. Remember that you 

need to give a succinct message, or it 

could create confusion for the viewers. 

4) Cover only the main thought of the report. 

Analyze the story carefully and identify 

what particular W questions you should 

provide answers for in the readers. It may 

only need at least three W's and one H to 

project the story summary in the 

introduction. 

5) Introduce the name of the reporter. 

Include in the script whoever is the 

reporter of the story. If he is live in an 

area, recognize it in the script. And if it's 

an exclusive report, specify this in the 

script too because the reporter deserves a 

credit. 

o Body 

This is the meat of the report. Writing a script 

for the body part is a bit complicated, especially if it 
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is your first time. The technique in writing this part 

of the script is to digest the information mentioned 

in the RDR. 

1) Components of the Body: 

 Videos. These are the footage caught by 

the videographer and reporter during the 

day. It may also include file videos from 

past news reports or from online video 

sharing sites. 

 Voice Over. This is the reporter's voice 

reading the script as the video plays. 

 Natural Sound. This the background noise 

of the location of the event or report. It 

may be the quietness of a night, tidal 

surges of the flood, or the New Year's 

fireworks' natural sound. These are also 

called “natsots”. 

 Interviews. Every report has interviews. 

The reporter might have gotten plenty of 

interviews but it should be limited too. 

Include at least two interviews in the body 

of the report. 

 Piece to camera. This is the reporter 

directly talking to the camera. It may be 

live or recorded. 

 Pictures. Pictures are used when there are 

important events, statistics, or any factor 

that should be included in the report. 

These include sketches, screen captures 
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from public information sites, or old 

photos. 

2) The news report has a maximum of three 

minutes story telling time. The script must 

contact the necessary details in that time 

frame. 

o Conclusion 

This last part of the report includes a 

temporary resolution to the story. Never leave the 

audience hanging. Always include a statement that 

gives a follow-up assurance to the viewers. 

 

o Organization of a News Story 

A story should have a smooth flow and 

development. There are several styles to write a 

news script. Below are examples of a news script. 
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THE AUTHORITY LURE 

News Anchor Script 

 

LEAD IN: 

ANCHOR 1 :  In today’s newscast, we’ll examine the 

dangerous realities of blindly obeying 

authority figures in our lives. 

ANCHOR 2 :  As minors, we are taught to respect and 

obey people in positions of authority. 

However, some people abuse that privilege. 

They may be our coach, a step-parent, 

relative or family friend. 

ANCHOR 1 :  Some sexual predators seek out and exploit 

roles of authority to intimidate teens into 

abuse. 

  They may even pose as detectives, police or 

truant officers, complete with fake badges, 

uniforms or strobe car lights to appear 

authentic. 

ANCHOR 2 :  In this news clip, watch how easily teens 

are lured into potentially dangerous 

situations by someone posing as a person 

with Authority. 

ROLL TAPE :  News Insert #1: Authority Lure (1:28) 

TAG: 

ANCHOR 1 :  Even as minors, we have the right to say 

“No” to any authority figure who tells us to 

do something that is illegal or makes us feel 

unsafe. 
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ANCHOR 2 :  Keep in mind that it may be especially 

difficult to stand up for our rights when the 

person in authority is someone we know. 

Still, we need to stop their exploitive 

behavior and report them. 

ANCHOR 1 : Teens should be especially careful if 

someone they don’t know accuses them of a 

crime, and then demands that the teen 

come with them. When in doubt, always 

remember: you have a legal right to request 

a uniformed police officer in a marked 

police car. 

ANCHOR 2 :  Thanks for watching. Please join us next 

time when we demonstrate how lending a 

helping hand may put teens in 

compromising situations. 

LOCAL TIE-INS: 

 Interview fellow students. Ask, “Has anyone in a 

position of authority ever made you feel weird or 

uncomfortable?” “What did you say or do?” 

 Interview local authorities about how to verify a law 

enforcement official. 

 Show how easy it is to obtain a phony badge from the 

Internet. 

 Create your own local tie-in. 
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News Clip Transcript: 

Authority Lure 

News Clip #1: Authority Lure 

Runs: 1:28 

SUPER: Amy Brewbaker/College Student 

SUPER: Ken Wooden/Child Safety Expert 

“There’s a stakeout up there. Just stay right there. Don’t 

move.” 

After the simple flash of a badge, college student Amy 

Brewbaker believes everything this man has to say. He’s 

safety expert Ken Wooden, but he could have easily been 

a sexual predator. 

{Stanke cam at the Park} 

“Okay, it’s clear.” 

“You did well.” 

“Thank you.” 

“Bye-bye.” 

Wooden shakes Amy’s hand just long enough for her to 

realize that she’s made a mistake. 

{Amy Brewbaker/College Student} 

“I thought maybe he was undercover or something.” 

“He showed me his badge so I thought it was legit. I 

don’t know. Oh.... that’s so scary.” 

{Ken Wooden and Jim Toggweiler, 15 years old} 

“I need to ask you a question or two. Just come over 

here.” 

“Everything’s cool.” 

As you can see, this lure is especially dangerous for 

teenagers... easily intimidated when accused of 

shoplifting or other crimes. The solution: Demand a 
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uniformed officer in a marked car before going with 

anyone who says they are a policeman. 

{Ken Wooden/Safety Expert} 

“You can go into any security store and buy these 

things.” 

To make matters worse, victims are intimidated. 

{Wooden interview w/Shannon} 

“Anyone with authority simply tells the child what to 

do, where to go, and to keep quiet afterwards.” 

“You have a nice day...” 

Even after the lure, Jim Toggweiler acknowledges that he 

fell for it, but still doesn’t understand what he did wrong. 

{Ken and Jim} 

“Did you have any doubts at all when I came up to you 

and you crossed the street?” 

“Not really.” 

{Jim Toggweiler} 

“It didn’t seem like I was in trouble or anything and you 

had a badge.” 

END. 
 

Class Activity 

Practice the example of news script above with your friends. 

Pay attention to your pronunciation, intonation, and 

expression. 
 

Your turn! 

Now, write your own news script. Follow the tips explained 

before. Then, read it in front of your class. 
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Chapter 7 

Reporting an Event or 

Incidence 

 

 

According to Cambridge Advanced Learner’s Dictionary, 

reporting means giving a description of something or detail 

information about it to someone. The report can be 

broadcasted on TV, internet, or radio. Just like newscast, 

interview can be involved in. 

Reporters who are reporting live on a location do not 

have much time to compose a detailed and well-structured 

script especially when they are doing coverage of a historical 
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event. The anchors in the studio and reporters on the field are 

exchanging details, questions, and information live on 

television. 

 
 

It is not that easy to come up with a good script while 

reporting live on camera. There are instances that a reporter 

forgets his points of discussion. The secret is focus. 

Remember that you are reporting for the viewers and that 

their concern should be your utmost priority. Ask questions 

as if you are the viewer. A live reporter, even under pressure, 

knows what the audience would want to know or ask out of a 

report. Here are tips on how to make a good live report: 

1. Have your own notes 

When a reporter is sent to a location to cover a specific 

event, there is no researcher besides him or her. He 

does his own research and he composes his own report. 

It's a good thing if an ample time was given to write the 

report, but if not, then he will have to report the news 

he gathered live on TV. Reporters learn the hard way, 
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and their training is basically being sent to far away 

areas and just proves their worth. That is why it’s 

important to write down notes and be curious enough 

to elaborate the other side stories of a certain report. 

2. Talk to people in authority 

There are subjects that are difficult to explain for a 

reporter that’s why a good source person is necessary. 

You should familiarize yourself with people from the 

government, doctors, specialists, experts and other 

resource persons. For more credible information, invite 

authority people to be interviewed live on camera. But 

make sure you have briefed them and that you have 

already asked the necessary questions prior to live 

airing. This will help him be prepared for questions to 

come. 

3. When having a co-host, listen well to his thoughts 

and opinion and react accordingly 

You are given a partner for a good reason. A good 

newscast reporter also knows how to converse well 

with a fellow news reporter live on camera. The 

interaction must be substantial. Humor and wit is also 

important specially when there are light issues on the 

news. 

4. Do not lead the interviewee on 

Your purpose is to ask questions for clarity. Let the 

subject lead the news but providing the correct 

information. Ask follow up question according to what 

he said but never assume. The last thing you want to 

happen is to get humiliated in front of national TV 
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5.  Keep a balanced opinion 

News reporters are analysts. They report based on facts 

and they do not necessarily interpret it according to 

their own understanding. However there are times that 

reporters give some comments on topics. These are fine 

for as long as it's clear that they're not being biased. The 

following example is an example of a report made by 

student for her school radio. 

 

 
 

Foreign Students Fall Short in English Skills: Report 

AM - Monday, 29 January, 2007 10:00:58  

Reporter: Emma Alberici  

 

TONY EASTLEY : It's an extraordinary figure, but new 

research has found that more than a 

third of foreign students graduating 

from Australian universities have such 

poor English language skills, that the 

businesses here say that the graduates 



 

36  |  #EnglishAcademyBengkulu   

can't be employed. Dr. Bob Birrell is 

Director of the Centre for Population and 

Urban Research at Monash University in 

Melbourne. His research shows that 

more than half of South Korean and Thai 

students could not meet required 

English levels. The study concludes that 

fee-paying students, which now number 

239,000 and contribute 15 per cent of 

tertiary income, are compromising the 

standards at Australian universities. Dr. 

Birrell is speaking here with Emma 

Alberici. 

BOB BIRRELL : The third that we're talking about with 

poor English would be capable of getting 

around the city and handling social 

situations, but way short of the capacity 

to write at a professional level of English 

or to follow a professional discourse in 

any profession. 

EMMA ALBERICI : What does your study tell us about the 

standards of Australian universities? 

BOB BIRRELL : It means that we are graduating large 

numbers of people whose English is well 

short of the standard that you would 

expect for a university graduate. It 

means that universities have got to ask 

themselves serious questions about 

what they're producing. Universities 

ought to be insisting on at least modest 
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English for people starting their courses, 

and it obviously makes a mockery of the 

training process if the students can't 

comprehend what their lecturers are 

telling them or have difficulty writing 

good English when it comes to essay 

work, that the findings too, put some 

hard questions to universities. And they 

also put some hard questions to the 

accrediting authorities, professional 

accrediting authorities who are attesting 

that the graduates who come to them 

and ask to be affirmed as having the 

skills necessary to practice 

professionally here that they look hard 

at the English levels as well. 

EMMA ALBERICI : Just how is a foreign student's English 

proficiency tested for university 

admission in Australia? 

BOB BIRRELL : Universities don't conduct their own test 

at all; they rely on the Department of 

Immigration when it comes to issuance 

of higher education visas. 

EMMA ALBERICI : So, who does the testing? 

BOB BIRRELL : The Australian Government requires a 

test overseas for those coming direct 

from overseas to Australia, but as I say, 

about a third of the students now are 

entering universities without having 

passed that test and the Government is 
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assuming that the various pathway 

programs they do once they get here will 

bring their English up to standard. But 

these results indicate that that's not the 

case. 

EMMA ALBERICI : So, are the university staffs simply 

turning a blind eye to their student's 

English skills, or lack thereof? 

BOB BIRRELL : Many staffs spend countless hours trying 

to help students get up to the standard 

necessary. It's widely recognized as a 

problem, but until these results have 

come out, I think we haven't had the firm 

evidence to indicate the scale of the 

problem. 

EMMA ALBERICI : Is the argument that might be put by 

some Vice Chancellors that you don't 

necessarily need a high level of English 

to be a great scientist, an architect, and 

engineer, a computer programmer? 

BOB BIRRELL : What employers are telling us is that a 

large proportion of these students are 

not capable of functioning at the 

professional level and they're not 

gaining employment at that level. So, 

we're bringing in large numbers of 

students, a large number of migrants 

through this route. Ostensibly, because 

they're going to fill skill vacancies, but it 

isn't the case. 
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EMMA ALBERICI : How do we compare to the rest of the 

world? 

BOB BIRRELL : I think it's becoming a problem 

everywhere where universities are 

becoming dependent on overseas 

students, because they're clearly caught 

in a vice here. On the one hand, there's 

tremendous pressure on them to gain 

the revenue from these enrolments, but 

the other hand, they have the 

professional standards and there's ... as 

far as the standards of those, the people 

they graduate, and there's clearly a 

conflict of interest here. 

TONY EASTLEY : Demographer Dr. Bob Birrell speaking 

there with Emma Alberici. 

 

Source: 

http://www.abc.net.au/am/content/2007/s1835189.htm 

Another example is shown by a video. To make it 

clearer in terms of how to report an event or an incidence to 

people, pay attention to the video that will be shown by your 

teacher. Look at the way reporter delivers his report. Look 

also at his intonation and expression during delivering his 

report. 

 

Class Activity 

After watching the video, you have to understand the way the 

reporter delivers his report. Now, practice the first scripted 
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example with your partner. Do not forget to use the right 

intonation and expression. 

 

Your turn! 

Take a role as a reporter. Then, report an event or an 

incidence happening in your surroundings. You may involve 

interview, picture, or video to support your report. Work in 

pair if necessary. 
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Chapter 8 

Interviews 
 

 

 
 

Interview can take place in both formal and informal 

way depending on the occasion. Interviews are usually 

conducted by journalists to people whether they are public 

figures or common people to obtain information. When the 

information is about the person’s life, the interview is called 

as personal interview. 

Personal Interview 

In a personal interview, the source or the speaker 

represents herself or himself. The interviewer can ask 
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questions related to the interviewee’s personal life or opinion. 

The interviewer will usually prepare questions beforehand. 

Some examples of questions that will be usually asked in an 

interview are:  

1. Personal information 

2. Opinion 

3. Belief  

4. Dream  

5. Family 

 

 
 

Some Useful Expressions 

Some expressions are needed in conducting an 

interview. They can be to ask the speaker’s opinion or to only 

introduce the speakers. These expressions are needed and 

have to be prepared well to avoid making mistakes. Here are 

some useful expressions that can be used during interview. 

1. Introducing the interviewer her/himself: 

 Hello. My name is ……….. I’m from …..(program) TV. 

 Good morning. I’m …….. from 

……(magazine/paper/tabloid)  
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2. Introducing the interviewee (TV/radio show): 

 George Monbiot is weekly columnist for The 

Guardian and the author of “Heat”. 

 Let’s invite to the stage, Elvira Devinamira, Top 15 

and the winner of Best National Costume Miss 

Universe 2014. 

 Will be joining to the floor, a young, talented, and 

famous Indonesian male singer, Afgansyah Reza. 

3. Asking questions 

 What do you think about …? 

 What do you say about…? 

 What is your opinion about…?  

Commonly, there are two kinds of interview. Firstly, 

interview can be directly shown to the people. It can be like 

TV interview, talk show, and so on. Another interview is the 

one which can be only reported by a narrator. For instance, 

the interview that will be published in printed media like 

newspaper, magazine, or tabloid. If the interview is directly 

shown to the audience or listened to the listeners, the 

expressions explained above can be used. However, if the 

interview is only used to complete a reporter’s report, the 

following steps should be done by them in gathering and 

organizing information they got from the source or the 

speaker. 

Organizing the Information 

 Gather your notes, interviews and research into a file.  

 Review your notes.  

 Look for a common theme.  

 Search your notes for good quotes or interesting facts.  
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 Develop a focus.  

 Write the focus of the article down in two or three 

sentences.  

When the information was organized well, the next 

steps to do are to write and edit your article. Here are the 

things you have to do in writing and editing your result of 

interview. 

Writing and Editing  

 Remember you are the narrator, the story teller.  

 Don't be afraid to rewrite. 

 Be as clear and concise in the writing as possible.  

 Avoid run-on sentences.  

 Be direct.  

 Tell a good story.  

 Tell the reader what you think they want to know.  

 Always ask yourself what the story is about.  

 Read the story out loud; listen carefully.  

Class Activity 

Listen and watch to the short interview video. The interview 

was conducted due to the incidence of wrong announcement 

of Miss Universe 2015. Pay attention to the way the 

interviewer asks the interviewee. Look also at the way the 

interviewee answers the questions from the interviewer. 

 

Your turn! 

After watching the video, now, prepare yourself to make such 

interview with your partner. Choose an event or incidence 

which is still being hot issue around you, and discuss it with 

your partner in form of interview. Good luck! 
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Chapter 9 

Campus Tour Guide 
 

 
 

 

“I love being a campus 
tour guide! I enjoy 

engaging with 

prospective students 

and the rewarding 

feeling I know that I 

positively influenced 

their decision to attend 

UCR.”- Michael Corpuz 
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The campus tour is one of the most important contacts 

with the school that a student can have. So many students 

react, either positively or negatively, to the “feel”• or “vibe”• 

of a school and base a huge part of their decision simply on 

what their gut tells them. The admission publications will tell 

them the nuts and bolts of a school. The admissions officers 

will tell them what’s available to them. The tour guide should 

communicate the essence of a school—fill in the gaps in the 

information that they’re getting. To that end, here’s my 

checklist of what has helped me frame tours in the past. 

The objectives of guiding in a school tour are to give 

clear description and explanation of the places in order that 

guests or visitors know where to go by themselves the next 

time they need to go places around the school. The 

description includes the locations and the functions of the 

buildings or areas. 

What are things to ponder before guiding? Here are the 

answers:  

1. A guide in a school tour has to prepare the route. The 

guide has to think about the shortest way to reach as 

many places as possible in one-trip tour.  

2. A guide should be able to provide sufficient information 

when a visitor inquires. 

3. A guide has to control his/her voice volume since the 

talking is done outdoor. The guide has to compete with 

the noises that may distract the participants’ attention. 

4. A guide also has to control his/her pace, don’t walk too 

fast so that the participants can enjoy the surroundings. 

What a guide have to do during school tour: 
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1. Introducing his/herself by using the following 

expressions: 

 My name is… (Richard Oxford/Salsabilla) 

 I’m from… (Yogyakarta/Bandung/Indonesia/Ohio)  

 I am a freshman/sophomore/junior/senior from… 

(school/ university/major). 

2. Sharing interests by using expressions below: 

 I’m a member of… (campus tennis club/school 

volleyball club). 

 I join… (students’ organization, nature’s lovers). 

3. Telling the rules of conducting the tour: 

 Tell me/us your name, where you’re from and one 

thing you want to see in the tour. 

 You can suggest any stop to explore. 

4. Showing and describing the university or school 

premises: 

 It’s the rector’s building.  

 It’s the headmaster’s room. 

 The library was built in… 

 At the dining hall, you can have meals for free. 

5. Describing regular and incidental activities in campus: 

 There is a journalistic training on Fridays. 

 An art night will be held next Wednesday. 

Becoming a campus tour guide is similar to becoming a 

tour guide. It is since both roles will guide the visitors to some 

spot of the place being visited. The following is an example of 

script on how to be a good tour guide. 
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Travelling to Budapest 

Good morning everyone. My name is Anna. I am one of the 

two guides that will accompany you during your stay in 

Budapest. The other guide is Christina and you will be meeting 

her at the hotel tomorrow morning. We would like to welcome 

you all to Budapest. We will arrive at the hotel in 10 minutes, 

therefore I would like to ask you all to check if you have all your 

baggage with you, please do not leave anything unattended on 

the bus because we cannot take responsibility for it. Now I’d like 
to take some time to inform you about brief safety precautions. 

Firstly, during the next 7 days the temperature will be above 25 

degrees, so you should make sure that you drink enough water 

and we also recommend you to use sunscreen to avoid sunburn. 

Secondly, you should always take care of your belongings while 

walking in the city. 

Now let me say a few words about the famous sights and 

tourist attractions Budapest has to offer. You should pay a visit 

to the famous Buda Castle, which is part of the Budapest World 

Heritage Site. It is definitely worth going up there, because from 

the top you get a beautiful view of the city to the Danube, 

especially to the Chain Bridge and the Clark Ádám Square. To 
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go up to the castle you can either walk or you can also use the 

furnicular. 

Another famous sight you should explore is the Heroes’ 
Square. This is one of the major squares of the city and it is rich 

with historic and political connotations; you can find statues of 

the leaders of the seven tribes that founded Hungary in the 9th 

century and other outstanding figures of Hungarian history. 

Moreover, this is not the only attraction here, the square is 

located between the Museum of Fine Arts and the Palace of Art, 

and it faces the iconic Andrássy Avenue. It was recognized as 

a World Heritage Site in 2002 and also it is one of Budapest’s 
main shopping streets, with fine cafes, restaurants, theatres, 

and luxury boutiques. 

Last but not least I have to talk about Széchenyi thermal 

bath. If you feel like you need some recreation, this is the place 

to be. The Széchenyi bath is the largest medicinal bath in 

Europe. Its water is supplied by two thermal springs, whose 

temperature is 74 °C and 77 °C. The bath can be found in 

the City Park, and was built in 1913 in Neo-baroque style to the 

design of Győző Czigler. The complex has 3 outdoor and 15 

indoor pools. Towels and swimsuits can be rented or bought in 

the spa. You should keep in mind that on weekends and holidays 

the entrance fee is higher than on weekdays. 

Thank you for your attention everyone, and on behalf of 

Hungarian Tours we wish you a pleasant and memorable 

vacation here, in Budapest! 

 

  

http://en.wikipedia.org/wiki/World_Heritage_Site
http://en.wikipedia.org/wiki/City_Park_(Budapest)
http://en.wikipedia.org/wiki/Neo-baroque
http://en.wikipedia.org/wiki/Gy%C5%91z%C5%91_Czigler
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Class Activity 

Read the script of tour guide above. Practice it in front of your 

friends. 

 

Your turn! 

Take a role as a school guide. Pretend that your friends are 

visitors in your school. Now, guide them to trip to your school. 

Introduce your school well. Inform everything about your 

school to your guests. Good luck! 
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Chapter 10 

Being a Master of Ceremony 
 

 
 

 

 

“It is an honor to be asked to be the master of ceremonies at a 
function. It means that you have a sense of humor, know how to 

project your voice, and can handle audiences. It means that you 

have the gift of being able to “think on your feet” so that you 
can react quickly in an emergency. (An ‘emergency’ arises when 

the lead entertaining act has not arrived, when the main 

speaker falls ill and has to be taken home, or when the air-

conditioning ceases to function and the microphones don’t 
work!).”— Baldrige, 1985 
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A Master of Ceremonies or commonly called as MC is 

the “conductor” of an event or meeting. The primary 

responsibility of a Master of Ceremonies is to serve as a genial 

host. An ideal MC is a person who has poise, presence and 

who can command the attention of an audience. The Master of 

Ceremonies is responsible for ensuring that the program or 

event runs smoothly, runs on time and that all important 

people at the event are introduced in a complimentary, 

professional manner. Being a successful Master of Ceremonies 

requires preparation, a friendly manner and ability to adjust 

to the condition of program being held to ensure a successful 

event. 

1. The Master of Ceremonies Role 

a. Before the Event 

1) Meet with organizers well in advance of the 

event to confirm the purpose of the event and 

the planned agenda in detail. 

2) If possible, contact all speakers or others who 

will have a role in the program and confirm 

their responsibilities, time allotted to them and 

anything they might require at the event. In 

preparation for introducing key speakers 

contact them to find out the title/topic of their 

presentation and some background 

information on them. 

3) Find out if there will be any special guests in 

attendance who should be acknowledged at 

the event. 
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b. At the Event 

What you have to do when you are trusted to 

be a Master of Ceremonies is to preside with 

sincerity, energy, and decisiveness. In addition, 

take your audience on a pleasant journey and make 

them feel that all is going well. The most important 

thing to do is to keep a watch in front of you on the 

lectern or table to enable you to keep track of the 

time, or arrange beforehand for someone in the 

audience to keep track of the meeting and give you 

subtle signals if the meeting is moving behind 

schedule. 

a) Opening Comments 

(1) Welcome all present. If there are special 

guests, officials, politicians or others of 

note they should be acknowledged in the 

welcome. For example, “Good evening 

Mayor Brown, Ladies and Gentlemen.” 

(2) Introduce yourself, even if you think 

everyone should know who you are. 

(3) Remind the audience of why they have 

come—the reason for the event and what 

you hope to achieve or accomplish at the 

event. Is the goal entertainment, to 

celebrate someone’s accomplishments, or 

to conduct official business? 

(4) Outline the upcoming program briefly. 

b) During the Program 

i. Introductions or “Handling” the 

Speakers 
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A. As the Master of Ceremonies, you are 

responsible for introducing every 

speaker and others who are playing a 

role in the program at the event. A 

proper introduction is important to 

the success of a speaker’s 

presentation. So, have a good 

introduction prepared prior to the 

event for all key speakers. The more 

important the role played by the 

individual, the more extensive your 

introduction should be. 

B. Once you have completed your 

introduction of a speaker, lead the 

applause for the speaker and 

continue applauding until they reach 

the lectern or podium. 

C. A Master of Ceremonies serves as the 

informal “timekeeper” for the 

speaker. If a speaker is exceeding 

their allotted time, you can slip them 

a note asking them to please finish 

quickly. 

D. When the speaker has finished 

his/her presentation, lead the 

applause until the speaker is seated. 

E. Before you proceed on to the next 

portion of the program, it is 

appropriate to thank the speaker for 

their presentation. If possible, make 
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reference to some aspect of the talk 

which you found particularly 

important or moving (this shows that 

you were listening and also confirms 

the value of the speaker’s 

presentation). 

ii. Bridging 

An essential skill of an MC is the 

ability to make comments which “bridge” 

between segments of the meeting. Prior to 

the meeting, try to prepare some remarks 

which might be used to bridge between 

segments or comments or anecdotes 

which could be used if there is a delay or 

disruption in the program. A skilled MC is 

able to use incidents that occur in the 

event as bridging tools. Don’t worry if you 

are not sure how to do this. This skill can 

be gained with experience and practice if 

it does not come naturally to you. If the 

event is several hours in duration, and 

there are breaks during it, it could be 

useful to make a few comments 

summarizing what has happened so far in 

the event, and what is yet to come. If there 

is a gift or honorarium for the speaker(s), 

it can be presented at the conclusion of 

their speech. If there are several 

individuals to receive gifts they can all be 

presented at the conclusion of the event if 
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this seems appropriate and all the 

speakers will still be available. 

iii. Closing the Meeting 

“The perfect MC makes the audience 
feel they have profited from attending 
the function and that they have also 
had a good time”.—Letitia Baldrige 

Close the event with as much 

enthusiasm as you opened with. At the 

end of the session it is customary to thank 

the speakers and thank all who attended 

for their participation. It is a good idea to 

include comments which summarize what 

was experienced or achieved in the event, 

what you have learned or what you felt 

were the highlights of the event. 

In addition, if any people were of 

particular help to you in organizing and 

conducting the event, thank them publicly 

at this point for their assistance. If there 

are only a few people who assisted you 

can name them individually. If many 

people, you can say that you have had a 

large group of people helping you make 

the event a success and you would like to 

thank all of them for their support. You 

could ask them to rise to be 

acknowledged. 

Your closing comments as MC should 

mirror your opening comments. You can 
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also consider commenting on whether, in 

your opinion, the goal of the event has 

been achieved. If not, you could comment 

on what further action can or should be 

taken. If the event was intended to inspire 

action in your audience note this and 

encourage them to take action. If 

assistance for further work is being 

sought you can direct people as to who to 

see to indicate their interest. If you want 

to inspire your audience to take further 

action after the meeting use of a 

inspirational story or quote might be 

useful. For example: 

“The bravest are surely those who have 
the clearest vision on what is before 
them, glory and danger alike, and yet 
notwithstanding, go out and meet 
it.”—Thucydides 

“We are each of us angels with only 
one wing, and we can only fly 
embracing each other.”—Liciano De 
Crescenzo 

“We can see the past but not influence 
it, and we can influence the future but 
not see it.”—Stewart Brand 

If the meeting didn’t achieve a clear 

plan of action, but there is hope, the 

following quote might be appropriate to 

use: 
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“The moral is that having an accurate 
map (or detailed plan) may be less 
important than having an imperfect 
map that overcomes inertia, instills 
confidence in people, and gets them 
moving in a general direction.”— 
Charles A. Schwartz 

c. After the Event 

It is appropriate to send a note of thanks to all 

who contributed to the success of the event in a 

major way. In particular, speakers should be 

thanked for their contribution. This 

correspondence should be sent within two weeks 

of the event. If you do not carry out this task, 

someone key in the organization that sponsored 

the event should perform this very important 

courtesy. 

a) Being an effective Emcee 

It’s always a relief for people attending a 

meeting to have an emcee who keep things 

moving. With some advance planning, and the 

will to stay in control, you will keep your 

audience in their seats with their minds on the 

event at hand. 

1) Have an agenda and stick to it 

People will be more comfortable if they 

know what to expect. You should have a 

printed agenda or at least provide a verbal 

agenda at the outset. 
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2) Get off to a Strong Start 

Don’t fumble for an opening. Have a 

detailed outline in front of you, something 

that includes more than just the agenda. 

Consider writing out an entire script, so 

you don’t miss anything, and you’re not 

caught wondering what to do next. 

3) Recognize Special Guests 

This is risky. When you introduce special 

guests, be sure not to overlook someone. 

Introducing special guests is an important 

function to the meeting, so it worth your 

time to give it some serious thought. Don’t 

rely on a list of people who said they 

would attend. Assign someone to check 

that list against the actual audience. Ask 

the audience to hold their applause until 

all special guests have been introduced, 

and then lead them in applause when 

you’re done. 

4) Conducting the Business 

If this is a business meeting, use good 

parliamentary procedure, but keep things 

moving as simply and quickly as possible. 

Remember, you may have guests in the 

audience who won’t care about this 

portion of the meeting. On the other hand, 

your members do. Work to reach a 

balance for both groups. 
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5) Introducing the Guest Speaker 

 Talk with guest speakers before the 

meeting to let them know how and 

when you will be introducing them. 

Gently remind them how long you 

expect them to talk, and stress the 

importance of staying on schedule. 

 Don’t make the mistake of thinking 

the speaker doesn’t need an 

introduction. But don’t read the 

speaker’s entire bio. Pick and choose 

items you think will help the audience 

understand why this person has been 

invited to speak. 

 Rehearse the introduction several 

times. You may want to mention in 

the introduction how long the speech 

will last and whether or not questions 

will be taken at the end. 

 If you have a panel of speakers, each 

introduction must be handled the 

same way. Provide appropriate 

information and treat each panelist 

equally. 

6) Close the Meeting Crisply 

Don’t allow the meeting to just taper off, 

trying to make last minute statements 

while people’s minds have already left, 

even if their bodies haven’t. Praise 
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volunteers who organized the meeting 

and thank everyone for attending. 

 

 
 

b) Start being a Master of Ceremonies 

Here are some expressions that can be used 

when you are being a Master of Ceremonies. 

Functions Useful Expressions 
Opening words: greeting 
and welcoming 

 His Majesty Sri 
Sultan HB X. 

 His Excellency 
the Swedish 
Ambassador to 
the Republic of 
Indonesia. 

 Honorable 
minister of 
Transportation 
of Republic of 
Indonesia, Mr. … 

 Distinguished 
guests,  

 Good morning, 
Ladies and 
Gentlemen. 
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Functions Useful Expressions 

 Hello, 
Banyuwangi. 

 Morning, 
everybody. 

 Welcome to the 
opening 
ceremony of … 

 I’m happy to 
welcome you to 
…  

Introducing oneself   My name is ….  
Introducing performers 
in the program 

 The name of the 
band is …..  

 The poem reader 
is …  

Reading the 
arrangement of the 
program items 

 Before starting 
our program, 
allow me to read 
the agenda of the 
meeting. 

 First of all, I 
would like to 
read the 
arrangement of 
our today’s 
program. 

 First of all, I’d 
like to read the 
list of the 
program/the 
agenda of today’s 
program. 

 Before we 
proceed to the 
main program, 
let me introduce 
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Functions Useful Expressions 
the agenda. 

 The first is 
opening prayer. 

 The second is 
speech by the 
committee. 

 The third is 
speech and 
opening words 
by … 

 The next are 
some English 
performances: 
poetry reading, 
drama and songs. 

 And the last is 
the closing 
prayer.  

Opening prayer Ladies and Gentlemen, 
now let’s say our 
prayer, shall we? … 
Thank you. 

Announcing speeches  Now the first 
speech is from 
the committee, 
which will be 
delivered by the 
Head. 

 The second 
speech is from …. 
Mr. … will also 
open this 
program 
officially. 

Inviting the speakers  Please welcome 
our guest of 
honor, Mr.… / 
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Functions Useful Expressions 
Mrs.… 

 Let’s give a big 
clap/hand/appla
use to/for …  

 Mr. / Mrs. …, the 
floor is yours. 

 …. Please take 
the floor. 

Thanking the speakers  Thank you so 
much, Mr. / Mrs. 
…. 

 Thank you very 
much for … for 
the speech. 

 Thank you for 
the inspiring 
speech. 

 Thank you for 
the great 
performance. 

Announcing the 
performer 

The first is a poem 
entitled ‘The Road Not 
Taken’ by Robert 
Frost. It will be read 
by …. Ladies and 
Gentlemen, welcome 
… with his/her poem.  

Thanking the performer Thank you for the 
beautiful poem. 

Closing prayer Ladies and Gentlemen, 
now we are at the end 
of this program. Let’s 
close it with a prayer. 
Shall we say our 
prayers? 

Closing A. Finally, we thank 
you all for 
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Functions Useful Expressions 
coming to 
participate in 
this program, 
with a hope that 
it will give us 
new insight and 
broaden our 
knowledge about 
… 

B. We come to the 
end of the 
program. 

C. Finally, all good 
things must come 
to an end.  

Class Activity 

Read the expressions above loudly. Do not forget to try to 

read it by using the right intonation and expression. 

 

Your turn! 

Think an agenda to hold. Prepare yourself to be the Master of 

Ceremonies. Use the expressions above as your guide. 

Practice it in front of your friends. Good luck! 
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Chapter 11 

Talk Show 
 

 
 

 

Talk show is a radio or television program on which 

guest(s) are interviewed, or discuss a particular subject. The 

person responsible for the show so that it can run well is the 

host (a person who introduces guests and performers, 

especially on television or radio). The host has to organize the 

talking turn-taking when there are more than one guest 

invited. The following is a template of a talk show script. 

Introduction by moderator or host : Good 

morning/afternoon/ 
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evening. Americans 

recently have been 

very concerned about 

disturbances at the 

textile mills of Lowell, 

Massachusetts. I’m 

_____________ and you’re 

watching 

_________________. 

Today/tonight we’ll be 

talking about 

_______________.  To 

better understand 

these events, we’ll talk 

with ____________________, 

who is___________; as 

well 

as______________________, 

who_____________________

__. Finally, for a 

perspective from a 

_____________________, 

we’ll also 

have____________________

___on our show. 

    

 We're going to 

start with 

_______________. 
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Mr./Mrs.________________

__, tell us __________. 

1st Guest : Well, 

__________________________

__________ 

Host’s response :  Let’s go to 

__________________________

_ for a response. 

Mr./Mrs.________________

_, what do you think of 

____________’s comment? 

2nd guest : Well, 

__________________________

__________ 

1st Guest response to 2nd guest :

 __________________

_________________ 

Continue in talk 

show/round table 

discussion format, 

involving all guests in 

a dialogue/debate that 

shows different sides 

of the issues involved: 

__________________________

__________________________

_________________. 

Concluding statement by host :

 __________________

________________. 
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Class Activity 

Fill in the blanks with your own words. Then, read the script 

above with your friends. 

 

Your turn! 

Find another topic to discuss. Ask your friend(s) to help you 

to be the guest(s). Now, practice to be a talk show host with 

your friends. Good luck! 
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Chapter 12 

Delivering Speech 
 

 

 
 

1. Making Speech 

1) Introduction 

a. Greeting 

b. Say something interesting such as telling jokes, an 

anecdote, a short story, etc. 

c. Outline your main points 

2) Body 

a. Main points 
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b. Justification (proof, evidence, facts, examples, 

opinion, logic, explanation) 

c. Use clear signposts 

3) Conclusion 

a. Restatement, repeat your stance/position and 

reiterate your main points 

b. Make the last sentence strong/impressive 

c. Farewell 

 

2. Useful Expressions for Delivering Speech 

 Greetings 

 Good morning, ladies and gentlemen. 

 Good morning, gentlemen. 

 Good afternoon, ladies and gentlemen. 

 Good afternoon, everybody. 

 Say something interesting 

(It will depend on the technique you use) 

 Introducing your topic 

 I wish to demonstrate… 

 I will explain… 

 I will outline… 

 I am going to talk today about… 

 The purpose of my presentation is to introduce our new 

range of… 

 This morning, I’d like to present… 

 Today, I’d like to discuss about… 

 This afternoon, I’d like to report on… 

 What I want to do this morning is to talk to you about… 

 What I want to do is to tell you about… 
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 What I want to do is to show you… 

 Outlining your main points 

 To start with, I’ll… then, I’ll mention… after that, I’ll… 

finally, I’ll summarize my presentation. 

 First, I’ll explain about… then, I’ll give you an example 

on… finally, I’ll… 

 Stating references 

 As Taylor said… 

 According to Rial in an article in Indonesia Weekly, … 

 Based on Brown in his book, … 

 Concluding your speech 

1) In conclusion… 

2) I would reiterate… 

3) In summary… 

4) To conclude… 
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3. Example of Speech 

The following is an example of good speech script. 

  

 Five Flabbergast Facts about Bahasa Indonesia 

 

Assalamu’alaikum wr. wb. 

Good morning, ladies and gentlemen. 

Take a moment and imagine that now you are standing 

up right in front of a flag pole and Sang Saka Merah Putih is 

flaunting above that pole. Now, ask these questions to 

yourselves; are you Indonesian? Are you proud of being 

Indonesian? Do you know Sang Saka Merah Putih, Garuda 

Pancasila, and Bahasa Indonesia well? How proud are you of 

having these three country’s identities? Well, now stop 

imagining and think of your two language teachers during 

your school era. Who comes to your mind firstly; your English 

teacher or your Bahasa Indonesia teacher? Then, do you still 

remember with this pledge; Kami poetra dan poetri Indonesia 

menjoenjoeng bahasa persatoean, Bahasa Indonesia? So, as 

Indonesian young generation, how proud are you of having 

and using Bahasa Indonesia in this globalization era? 

Ladies and gentlemen, Kongres Sumpah Pemuda on 

October, 28 1928 is one of Indonesian important histories. On 

that day, one of country’s identities was declared in a point of 

declaration by Indonesian youth. This event clearly showed us 

how proud they were of Bahasa Indonesia, a language which 

they believed can unite thousands of difference, bridge the 

space between each culture and territory, and show the 

difference between our nation to others. However, what had 

happened on that era was far different to what is happening 
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now. Just take this simple example; as a nation which owns it, 

have we ever heard some good things about Bahasa 

Indonesia? The most will be heard answer must be no. the 

things that are often heard in our ears about Bahasa 

Indonesia are those which are bad, like a fashion of 

deflowering Bahasa Indonesia such as being too much or alay, 

using regional language in all situations, and a culture of using 

foreign language. But, do you know if Bahasa Indonesia 

actually has some great facts to be heard instead of those bad 

ones mentioned? Regarding to this case, so in this beautiful 

morning, I would like to tell you about five flabbergast facts 

about Bahasa Indonesia to add our insight about it and 

increase our pride of having it. 

After starting this speech by asking some questions and 

delivering some pitiable facts about my main focus, Bahasa 

Indonesia, then I will mention and explain to you my points 

about those flabbergast facts one by one. After having finished 

explaining, I will summarize my explanation and open 

question-answer session for you who want to ask something 

about this topic and other related things. Well, ladies and 

gentlemen, let me start my speech by delivering the first fact 

about Bahasa Indonesia. 

Ladies and gentlemen, the first fact you have to know is 

that Bahasa Indonesia now is being learned by 45 countries 

all over the world. According to data from Kantor Bahasa 

Bengkulu as a part of Ministry of Indonesian Education and 

Culture, the countries that learn Bahasa Indonesia are 

Vietnam, Canada, United States of America, Australia, and so 

on. Even, Bahasa Indonesia became the fourth most famous 

and most used language in Australia. This is because Bahasa 
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Indonesia is included in school curriculum. The newest 

information says that there are about 500 schools in Australia 

which include Bahasa Indonesia as one of subjects taught 

there. So, do not feel unusual if you see a 12-year-old child 

who is able to speak Bahasa Indonesia whenever you come to 

Australia. 

The next fact is that our national language has become 

the second official language in Ho Chi Minh City. Ho Chi Minh 

is the second largest city in Vietnam after Hanoi. As the 

information taken from Kantor Bahasa Bengkulu, Bahasa 

Indonesia was officially announced as the second language by 

regional government of Ho Chi Minh City, Vietnam in 2007. In 

addition, Irdamis Ahmad as general consulate of Republik 

Indonesia in the period of 2007-2008—quoted from some 

believable sources—says that Bahasa Indonesia is equal to 

English, French, and Japanese as the second prioritized 

language in Vietnam. A question must be appeared in our 

mind; how can Bahasa Indonesia be that very interested for 

people in Vietnam? One of the answers is because Indonesia 

has good cooperation and relation to Vietnam. People in 

Vietnam may think that it is good to always work together 

with Indonesia since our nation is rich either in human 

resources or in natural resources. So, Indonesia will always 

have a good bilateral relation with Vietnam in the future, and 

Vietnam people need to be able to use Bahasa Indonesia to 

keep it good. 

Thirdly, Bahasa Indonesia became the official language 

for Association of South-East Asian Nations (ASEAN). ASEAN 

is a political and economic organization for south-east Asian 

area which was officially formed on 8th August 1967 and was 
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initiated by five countries, namely Indonesia, Malaysia, 

Philippines, Singapore, and Thailand through Bangkok 

Declaration. Until now, ASEAN has 10 countries as its 

member, namely Indonesia, Malaysia, Philippines, Singapore, 

Thailand, Brunei Darussalam, Vietnam, Laos, Myanmar, and 

Cambodia. The idea for making Bahasa Indonesia into the 

official language for ASEAN was started to be rolled out in 

Konferensi Tingkat Tinggi (KTT) in Cambodia, 2011. The 

reason why Bahasa Indonesia must be the international 

language for ASEAN is because there are about 400 million 

Bahasa Indonesia users which are spread out in 10 countries 

in south-east Asian. However, that concept was initially 

considered until in 2013, Bahasa Indonesia officially became 

the international language for ASEAN. This case was 

strengthened with the emergence of ASEAN Economic 

Community or MEA idea which will be centered in Indonesia. 

Hence, to simplify communication process, the first language 

that will be used in MEA is Bahasa Indonesia. 

The next fact is that Wikipedia Bahasa Indonesia is in 

the 26th world rank. A trusted website wrote in a post that 

now, Wikipedia Bahasa Indonesia is in the 26th rank from 250 

languages all over the world used in Wikipedia. Meanwhile, 

for the area of Asian continent, the same Wikipedia is in the 

third rank right under Japanese and Mandarin. Many people 

will argue that this fact is not a pride. But, do you know if 

Wikipedia is one of the most famous knowledge-contained 

sites? So, be proud when our language, Bahasa Indonesia, 

becomes one of popular languages which is read by all 

internet users from all world angles. 
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The last but not least, Bahasa Indonesia is the third 

most used language in WordPress. A WordPress blog user 

who had followed WordCamp Indonesia event several times 

in Philippines and Thailand stated that Bahasa Indonesia was 

on the third rank as the most used language in WordPress 

posts under English and Spanish. Besides, Indonesia is also 

the second largest country with the fastest growth in using 

this blog in the world. In only one year, there are about 

143.108 new WordPress users from Indonesia and 

117.601.633 visitors that are spread out in only 40 cities di 

Indonesia. Equal to the fourth fact explained, people will think 

that this is not an amazing thing. But, you have to know that 

as time goes, people do not rely on school as a place to get 

education anymore. They are even more often study through 

internet and social media, including WordPress. Let’s imagine 

how many people who will learn to use Bahasa Indonesia if it 

became that popular in spite of internet sites. 

In conclusion, there are five interesting facts about 

Bahasa Indonesia that we as Indonesian youth have to know. 

Firstly, Bahasa Indonesia is being learned by 45 countries in 

the world. Then, Bahasa Indonesia has become the second 

language in Ho Chi Minh City, Vietnam since 2007. Thirdly, it 

has also become the official language for ASEAN since 2013. 

Next, Bahasa Indonesia is the 26th most famous language from 

250 world languages in Wikipedia. The last, Bahasa Indonesia 

is the third most used language in WordPress blog under 

English and Spanish. Through those facts, I hope that our 

amorousness to Bahasa Indonesia will be more and more. If 

not us as Indonesian youth, who else can sustain and maintain 

Bahasa Indonesia in this globalization era? Hence, to close my 
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speech, I will declare a watchword that we should always 

remember: utamakan Bahasa Indonesia, lestarikan bahasa 

daerah, kuasai bahasa asing.  

Thank you so much for your attention. Wassalamu’alaikum 

wr.wb. 
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Class Activity 

Read the script above. Try to analyze how the writer reveals 

each part of speech (introduction, interesting opening, stating 

points, and concluding). 

 

Your turn! 

Find an interesting topic or hot issue in your surroundings. 

Write a good speech script. Practice delivering a speech in 

front of your class. 
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Chapter 13 

Debating:  

A Brief Introduction for 

Beginners 
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WHAT IS DEBATING? 

We live in a world where we communicate with others 

all the time. Debating is a more formal way of communicating. 

It builds confidence and self-esteem in people. 

If we can speak publicly and convey our ideas and 

thoughts coherently and passionately, we have a valuable 

tool that can aid us in our public, private, and future lives. 

 

Rules 

1. A debate has two teams: an Affirmative and a 

Negative. Each side consists of three speakers. The 

First Affirmative speaker begins the debate, and is then 

followed by the First Negative speaker. This pattern 

is maintained for the second and third speakers of 

each team. Each speaker speaks for a set time, with a 

warning bell, to give them a little time to sum up and 

finish, then a final bell. 

2. Each speaker has certain ‘duties’ to attend to as they 

speak (see ‘Duties of Speakers’). 
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3. All debaters must begin with “Madam/Mr. Chairman, 

Ladies and Gentlemen”. 

4. A debater may have an interesting opening which 

s/he may use just before “Madam Chairman etc…” 

which is fine. 

5. Speakers don’t have to say “thank you” when they 

finish, but may if they wish. 

 

Room Layout 

A debate is set up as shown in the diagram below. 

 
PARTS OF DEBATING 

In the debate technical system, we will get some items 

which relate to the debate process. The following are some 

items related to debate: 

Motion 

The topic debated is called a motion. Usually, motion 

stars with word like “this house” (TH) or “this house believes 

that (TH) or “this house believes (THBT)”. Both affirmative 

and negative teams are debating upon a motion which should 
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be debatable and impartial. Debatable means that the motion 

is still falsifiable can be denied in some ways. Impartial 

implies a meaning that the motion should stand in the middle 

of neutral; it doesn’t incline to any sides. For example, this 

house believes that (THBT) e-book contributes for 

developmental education. So, both teams need to prove or 

justify whether e-book really can contribute for 

developmental education. 

Definition 

Debaters should “down to earth” or see the current 

issue happened in society. Definition can be done in two ways; 

word-by-word definition or the global definition. In fact, the 

word E-book is rarely heard’ thus we need to define it first. Or 

anyway, when we heard motion, “that sex education must be 

socialized in the school” what we need to do is giving the 

global meaning on it. 

Theme line 

To agree or disagree towards a motion, the reason must 

lie on a strong ground that could cover the whole 

argumentation. Theme line is the underlying reason, which 

answers the big question “why” one side of the house 

supports or opposes a motion. Theme line is what a team 

needs to proof, it is also the main reason why a team attacks 

the opponent’s case. 

Argument 

A debate is like a battle of argument, in which each team 

stands on their position, attacks the opposite and defends 

their own case. The praiseworthy jobs can be done well by 
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using critical and logical thinking. Argument is the fragment of 

thought to support the theme line. 

 

Rebuttal 

To win a debate, debaters not only need to build a 

strong case but they also have to attack their opponent’s 

arguments and provide strong defense from any attacks. That 

is why rebuttal is one of the keys to get the crown of victory. 

Basically, there are two kinds of rebuttal. 

*  Global rebuttal: it is an attack against the main core of 

the opponent’s case, the theme line. Consequently, their 

case is crumbling down. 

*  Detailed rebuttal: it is an attack towards each argument 

or each example. 

Sum-up/closing 

Closing is simply concluding what has been through. A 

nice summary is preferable. 

 

DEBATING CONTENT 

Each speaker is awarded a score out of 100 which is divided 

as follows: 

Argument 50 

Presentation 30 

Structure 20 

  

1. Argument is the argument, evidence, and proof of the 

team’s case and its disproof of the other side’s case. It 

also includes the definition and interpretation of the 

topic. 
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2. Presentation is how the speaker presents his/her 

arguments physically. It's a speaker's style, and includes 

things like eye contact, gestures, stance, deportment 

and voice. 

3. Structure is the individual form (i.e. structure) of a 

speaker’s speech and how that speech links into 

speeches of the rest of that speaker’s team. 

 

Definition and Interpretation 

The definition of the topic consists in the first instance 

of defining individual or key words of the topic. The 

interpretation is the establishment or explanation of the 

meaning or significance of the topic as a whole. 

The definition and interpretation of the topic should be 

outlined by the First Affirmative speaker. The Negative team 

must either agree or disagree with the Affirmative team’s 

definition and interpretation. 

How to define the topic: 

1. Select the key words from the topic and look up their 

meanings in a range of dictionaries, choosing the most 

appropriate definition for each word. 

2. Interpret the topic. 

3. Formulate a sentence, which explains the topic using 

the dictionary definitions (in the case of a literal 

interpretation), or the context of the topic (in the case 

of a figurative interpretation). 
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Topic Interpretation 

Occasionally, the two teams may have a different 

interpretation of the topic. No one side has a right to the 

definition, and as long as a side can support its interpretation 

and attack the opposition’s interpretation and argument with 

rebuttal of the form “even if we agreed to the topic which we 

don’t, the opposition arguments are wrong because…” the 

team’s interpretation and rebuttal is valid. 

The exception to this is where a team has ‘defined’ a 

topic in such a way as to render it senseless as in the case of 

sayings. For instance, “A chip off the old block” when 

interpreted as individual words from a dictionary does not 

maintain the integrity of the meaning. A much better 

interpretation would be to explain the meaning of the phase 

in its entire context. 
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A team which adopts a quirky interpretation often has a 

hard time finding evidence to support its case. However, there 

are occasions when both teams have a viable and valid 

interpretation of the topic and good arguments for each 

case. In such a case the debate will be awarded based on 

whose interpretation and argument was most convincing. 

If one side has a reasonable interpretation but poor 

arguments to support its case, low marks in the Argument 

section would reflect that. 

 

PREPARING YOUR ARGUMENTS 

As a debater, it’s important that you make points that 

are clear, relevant and easy to understand. The use of a verbal 

illustration or an analogy may help you to clarify complicated 

terms. However, you should remember that examples are not 

proof of a point. 

An effective way of constructing your argument is to 

arrange it with the least important point first to most 

important point last. People generally remember what has 

been said last. 

In presenting and developing your argument remember 

to explain what you mean to prove, what the scope and 

implication will be, and why it is true with facts and evidence 

(not just assertions) to support your case. 
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Planning 

There are a number of things that you can do in 

preparation for a debate. Below are some suggestions. 

*  Keep up with newspapers, magazines and books 

* Record material, ideas and keep notes 

*  Observe and assess other speakers, including public 

figures 

*  Evaluate your material 

*  Talk to other people, ask their opinions 

*  Open a file and keep articles, quotes or humorous 

cartoons. 

*  Learn to express your thoughts in a more word 

enriched way–develop word pictures. Use a 

dictionary or thesaurus to improve your vocabulary. 

Your Argument 

You will feel a lot happier approaching a debate if your 

preparation has been thorough. Explore your topic, discuss it 

with friends, look through books etc. to help support your 

argument. If you believe in what you are saying you will 

convince your audience as well. Have the strength of your 
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convictions (sometimes after researching we can truly see 

both sides of the coin!). 

Notes 

Keep notes short and succinct on small cards, but in 

big writing. Number each card so that if they fall you can 

sort them easily. Notes are a little reminder of what you want 

to say. You rule them, not they you. 

Timing 

Before your debate, you need to run through roughly 

what you are to say so that you can be confident of your 

timing. If your speech is too short, expand on some of your 

material, give examples, or analogies. If your speech is too 

long, is some information irrelevant, is there too much 

padding? 

What you say 

Keep a dictionary or thesaurus handy to improve your 

vocabulary. You don’t have to be pretentious or use 26 

syllable words, but an extended vocabulary makes what 

you say more interesting. Humor can go a long way in getting 

a message across. Keep a file of jokes and cartoons which may 

come in handy. Quotes of famous people also help to 

substantiate your point of view. 

Two important things to remember: 

 Think of your opening – exactly what you are going 

to say – it has to grab everyone’s attention  

 End on a positive note firmly expounding your view 

(possibly with a quote). A strong opening and a strong 

finish will give you confidence 
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PRESENTATION 

Everyone has their own personality and style when 

it comes to debating. Some very convincing debaters have 

very subdued, but forceful styles 

You don’t have to be outgoing, in fact, too dramatic is 

off-putting. It’s helpful to keep the following in mind: 

 Develop eye contact with the audience 

 Use your hands and body naturally to emphasize points 

 Speak clearly 

 Vary your voice pitch and modulation 

 Don’t speak too quickly 

Hints 

1. Don’t write your debate in 

full – make headings and 

notes on your cue cards. 

2. Number each card 

3. Avoid slang – use good 

conversational English. 

4. Open and close your speech 
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with a device such as a joke, illustration, or quote. 

How to speak 

Speaking and talking are different things. When we 

talk we are often interrupted, but when we debate, we are 

able to speak uninterrupted. 

This can be difficult. We may feel uncomfortable at 

being the center of attention and so our anxiety becomes 

heightened. As a result, we may: 

1. speak too quickly 

2. speak too softly 

3. have poor diction (too nervous, lockjaw sets in) 

4. monotonous 

All of the above plus others can be overcome. Firstly, 

take pleasure in the fact that you now have a chance to air 

your views, uninterrupted for a few minutes. The audience is 

there because they want to hear what you have to say. Don’t 

disappoint them. Secondly, remember that you can discard 

the Negative inside messages and develop a balanced view 

about yourself and your self- worth and self-esteem. 

Types of speakers 

 Those who speak from the mouth have given little 

thought or preparation to their work – they like the 

sound of their own voice. 

 Those who speak from the head have lots of facts 

and figures but are very boring and dry. 

 Those who speak from the heart are very 

emotional. Some of the great orators spoke from the 

heart. 
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 What we need to do in debating is find a balance 

between the three. Which one are you? How do you 

need to balance your presentation? 

Speaking 

A number of things make up how we sound to other 

people when we speak. These are some of those elements that 

make up our speech: 

 Tone 

 Volume 

 Rhythm and cadence 

 Pitch 

 Modulation 

When debating you need to slightly exaggerate these, 

more so than if you were just speaking to a friend. Record 

your voice so that you can hear how it sounds and the 

adjustments you need to make. 

Points to remember 

 Speak clearly and slowly, give time for your words 

to sink in, especially after a question. Pauses can be 

very effective. 

 Modulate your voice so that it has an up and down 

sound about it. 

 Feel confident about what you are saying and you’ll 

avoid ‘ums’, ‘errs’ and the like. 

 Use verbal emphasis, e.g. “No” can be said in a 

number of ways, loud or soft, to catch people’s 

attention. 
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Body language 

How you stand and move your head, eyes and hands, 

will help to convey your message in a very powerful way. 

Stand tall, shoulders back. You’ll look and feel confident. 

When you pause, look at the audience. Maintain good eye 

contact by looking at individuals within the audience (this 

also gives you feedback – are they going to sleep? Do you 

need to speak with more emotion? They look puzzled. Are you 

speaking too quickly or softly?) 

Large hand gestures are good. Think of yourself as 

larger than life. There may be some distance between yourself 

and the audience, small gestures may be lost. 

Here are some things to avoid: 

 Shifting your weight from foot to foot repeatedly. 

It’s a nervous reaction which is then conveyed to the 

audience. 

 Keep reading your notes. When your head is bowed 

it’s hard to hear, and you lose eye contact with the 

audience. 

 Shuffling your notes. This may make you look nervous 

and is distracting. 

 Personal Peccadilloes (e.g. twirling hair, pulling on ear). 

This is very distracting. 
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Structure 

 

 
 

Structure is comprised of the following two things: 

 Individual speaker form 

How the speech was constructed. Was it easy to follow? 

Was it in a logical sequence and ordered? Did it follow an 

organized plan with a good introduction and conclusion? 

 Team plan 

 Did the speaker (as in the case of the First 

Affirmative and Negative) introduce the remaining 

speakers and what they were going to do? Did s/he 



 

#EnglishAcademyBengkulu  |  95 

refer to the team outline and plan, e.g. “as our first 

speaker said...” 

 Points may be deducted if a speaker does not 

perform the tasks expected of him/her. 

 Debates are not three individual speeches. Each 

team has a case, an outline and a theme. 

 All speakers need to link into their own speakers, 

and not contradict each other. They must vigorously 

defend the case, and rebut (except the first 

Affirmative speaker) the other side 

 

DUTIES OF SPEAKERS – AFFIRMATIVE 

 

 1st Speaker 

 Introduction 

 Definition and interpretation 

 Introduction of speakers (also called Team Split) 

 Arguments, reasons and evidence 

 Summary of own case 

 Conclusion (also called Ending) 

 2nd Speaker 

 Introduction Rebuttal 

 Summary of own first speaker (optional) 

 Arguments, reasons and evidence 

 Summary of team case 

 Conclusion (also called Ending) 

 3rd Speaker 

 Introduction Rebuttal 

 Summary of team case 

 Conclusion (also called Ending) 
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DUTIES OF SPEAKERS – NEGATIVE 

 1st Speaker 

 Introduction 

 Definition: agree, amend, or reject definition of 

Affirmative. If reject then, justify. 

 Rebuttal 

 Introduction of speakers (also called Team Split) 

 Arguments, reasons and evidence 

 Summary of own case 

 Conclusion (also called Ending) 

 2nd Speaker 

 Introduction Rebuttal 

 Summary of own first speaker (optional) 

 Arguments, reasons and evidence Summary of 

team case 

 Conclusion (also called Ending) 

 3rd Speaker 

 Introduction Rebuttal 

 Summary of team case 

 Conclusion (also called Ending) 

 No new arguments except as specific rebuttal, not as 

new substantiation of own 
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