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Oral Presentation Assessment Criteria

The staff who assess your formal presentations may well be referring to a set of assessment criteria similar to those shown below. By comparing your own presentations with these criteria before performing for assessment, or alternatively getting fellow students to assess your work with the criteria, and making any adjustments that are suggested by such a comparison, you may be able to improve your grades.  

NB Different staff have different preferences, and although most will agree with these criteria in general, they may well have individual likes and dislikes. Consequently, it is always best to check with each member of staff. A good rule of thumb is never to assume, and always to ask.
PREPARATION

The content of the presentation

Was the presentation’s structure logical, with an introduction telling the audience what would happen, a main body and a conclusion?

In their introduction, did the presenter(s) clearly state what the purpose of the presentation was? 

If they had been given the task of solving a problem or answering a specific question, did the introduction include a clear statement of the question or problem and outline of how they were going to go about answering or solving it? 

Did the presenter(s) keep to the point and make sure that what they said and the images that they used were all relevant to the topic they were supposed to be presenting, or did they have a habit of wandering off the point, and using irrelevant material?

Taken in the round, was the presentation a piece of reasoning consisting of a logical argument with a sound conclusion (or conclusions) supported by valid and relevant evidence?
Where the presentation was intended to be in a formal academic format, rather than a format such as, say, a sales presentation, did the evidence the presenters offered in support of their conclusion(s) consist primarily of data, quotations, references to and arguments from relevant academic authorities in the subject area?

Did the presenter(s) convey the impression of having prepared by reading widely around the particular subject and understood the material fully?

Many academic subjects have their own specialised vocabularies and sets of expressions, metaphors and the like, and presentations should use the appropriate terminology. However, in order to be effective as a means of communication, such specialised vocabularies should be used in manner that the audience will be likely to understand. Did the presenter(s) employ the terminology of the subject area without impairing the communication of their arguments or findings? 

Use of OHPs or graphic displays

Content

Did their introduction to the presentation include a slide giving an overview of the question or problem they were about to tackle and the way they were going to answer it/them? 

Did they select material for slides that was directly relevant to the task that the presentation was supposed to address?

Where slides or images contained quotations or data from the work of others, were those quotations and/or data correctly referenced? 

Was the font used in the projected images large enough to be read clearly by all members of the audience?

Did they avoid using so much data or so many words in the projected images that the audience became bored, confused or incapable of recording or processing the information?

Where they had a large amount of data or number of words to transmit to the audience did they use a handout?

Did they avoid using cartoon clip-art images in a manner inappropriate for a formal business or academic context?

DELIVERY
Overall Body Language and appearance

Did they manage to suppress any distracting physical mannerisms - fidgeting, twitching, playing in a distracting manner with objects, walking up and down incessantly, and the like?

Did they convey an impression of enthusiasm and personal interest in the presentation subject matter? 

Did they appear self-confident and assured; at ease with the material they were using and their own ability to understand and present it?

Did they manage to smile occasionally at the audience rather than appearing tense or morose and apparently uninterested or unapproachable?

Did they manage to look directly at the audience regularly rather than stare fixedly at their notes or the ceiling?

The Voice

Did they vary the tone of their voice rather than drone on in a monotone?

Were they audible in all parts of the room, and to all members of the audience?

Did they manage to avoid being too slow and halting, or too fast and nervous?

Use of OHPs or graphic displays

Use of technology

Did they switch the off machine or blank the computer screen regularly and where appropriate in order to focus the audience's attention on what they were saying? 

When the machine was not in use, did they switch the OHP off or blank the computer screen?

Did they avoid standing in front of the projected images at all times?

Did they draw the audience's attention to particular parts of the projected images in an appropriate manner with a pointer or their hand?

Did they use the progressive disclosure technique for drawing the audience's attention to the parts of the projected images they were talking about?

Group presentations

In addition to the various features of the content and individual behaviour of each member of the group described above:

Did the introduction include a brief introduction of all the group members and a brief overview of what each member would be doing during the presentation?

Did those members of the group who were not speaking at any given moment keep away from the centre of the presentation area in order not to distract the audience's attention? 

While other members of their group were talking, did those waiting to present pay attention to what was happening in the presentation and look interested and confident rather than staring nervously at their notes while rehearsing their lines, or looking bored with the whole affair?

Did the group act effectively as a team rather than a series of individuals? For example, when one member was talking, did another member operate the OHP or computer graphics for them?

You can find a sheet employing these criteria that students can use to assess each other's oral presentation skills on John Ramsay's learning skills website:

http://www.staffs.ac.uk/schools/business/bsadmin/staff/s3/jamr.htm
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