Guidelines for an Oral Presentation
Description
Oral presentations are commonly used to communicate key findings and the importance of studies.  

Training Rationale/Justification
During the first and second year of the Field Epidemiology Training Program (FETP), Residents will give several oral presentations in class, for respective organizations, or for national and international conferences.  An oral presentation is an exercise in effective communication.  Often, communication of key study findings and the importance of studies, surveillance analyses, or surveillance evaluations to a diverse audience is required. Presentations that are given at national or international conferences are usually based on acceptance of submitted abstracts.  Depending on the abstract, the presentation will be expected to be delivered on PowerPoint slides or on a poster.  Through this activity the resident learns:
· Public speaking

· How to design and deliver a scientific message to multiple audiences

· How to communicate the link between research and action

· How to use technology to help convey a message

The Ministry of Health benefits by having members of their workforce who are able to articulate complex information to decision makers, donors, and the public.
Completion of this task (at a scientific conference or session) will fulfill the competency of conducting an oral presentation at a scientific conference.
Public Health Importance

Oral presentations are one avenue for scientists to share their findings with specific audiences.

Structure and content
Typically, oral presentations last 10-15 minutes and are organized like a scientific manuscript with title, introduction, methods, results, discussion, and acknowledgments.  The presentation should only cover the most important findings of the scientific work.  Depending on the time allotted for the presentation, each component should be adjusted to fit the overall length of the talk.  For longer presentations, time preference should be given to the question and answer period. 
An effective oral presentation should adhere to the following six categories:  1) background, 2) methods, 3) results, 4) discussion/conclusions, 5) question and answer session, and 6) overall style and delivery.  
The following structure of a 10-minute oral presentation is recommended:  

1. Title Slide (10-15 seconds)
· Provides a concise description of the topic, location, and dates  of the study, surveillance analysis, or surveillance evaluation 
· Tells the audience who the speaker is and their affiliations

· Includes coauthors (these should be listed in the printed abstract as well)

· Should not be confused with an acknowledgments slide

· May include agency or company logos
2. Introductory Comments (1-2 minutes)
· Engage the audience

· Provide the rationale 

· Establish relevance to public health

· Give only essential information about pathogens, diseases, and other background information

· Give the objectives of the study, surveillance analysis, or surveillance evaluation 

3. Methods Section (1-2 minutes)
· Describe the design study, surveillance analysis, or surveillance evaluation
· Use appropriate statistical methods for the study, surveillance analysis, or surveillance evaluation design 

· Describe essential methods with precision and avoid vague language or jargon
· Sometimes use figures, such as flow diagrams and tables

4. Results Section (3-4 minutes)
· Emphasize the most important findings of the study, surveillance analysis, or surveillance evaluation
· Should have a combination of text, tables, figures, and occasionally photographs

· Use text and  bullets for qualitative results

· Use tables and figures for quantitative data

5. Discussion (2-3 minutes)
· Relate the findings to the objectives of the study, surveillance analysis, or surveillance evaluation
· State and interpret main findings but do not simply restate results

· Incorporate references from other studies, analyses, or  evaluations 
· Mention only important limitations 

· Discuss public health importance of findings

· Make specific recommendations for future work and public health response

6. Acknowledgements Slide (10-15 seconds)
· Recognize co-authors and other contributors

· Include same logos as on title slide

· Thank the audience

Tips for Creating Slides
1. Effective slides are:

· Simple 

· Clear

· Visible

2. Recommended typefaces and font sizes

· Sans serif font, like Arial and Tahoma
· Font size may vary according to typeface used

· Example: Arial
· Titles 36-40 pt

· Main bullets 28-32 pt

· Sub-bullets 24-28 pt

3. Each slide should have a single focus or take-home message

· Use the slide title to point out the message. Example:

“Polio cases are down in Eastern Province” instead of “Results”

· For multiple points, use multiple slides

4. Avoid having too much

· Information

· Color

· Use of unnecessary symbols

· Animation and clip art

5. Slides with bullets should

· Follow the order of script text

· Keep the verb form consistent

· Use a consistent style of bullet and spacing for each level

· Capitalize the first word of each bullet and sub-bullet 

· Use special effects (italics, special colors) only for emphasis

6. Colored slides are the norm but keep the following in mind

· Contrast the font color with the background color: dark blue background with yellow titles and white text are safe choices

· Keep the total number of colors used to a minimum

· Use color to enhance interpretation of the data and not for decoration 

· Avoid combining red and green backgrounds and text

7. Avoid these elements

· Titles that aren’t in the same location on each slide

· Too many bullets and sub-bullets – use no more than 8-10 lines of text per slide

· Full sentences instead of key words or phrases

· Serif Fonts (like Times New Roman)

· Unnecessary boxes and grid lines in tables and charts

· Different text styles from one slide to another

· Decorative symbols, such as fancy bullets

· Shadow text and decorative fonts

· 3-D graphs used inappropriately

Tips for Delivering Oral Presentations

1. Humor

· A little humor is acceptable if you have a solid presentation.  However, remember, what’s funny to you could be offensive to others.
2. Rehearse

· The best way to deliver a strong presentation is to rehearse it in front of critical reviewers.
· Practice, practice, practice!

3. Speak slowly and project your voice

· Speak at a pace that is easy to understand.
· Breath between sentences, phrases, or before advancing to the next slide to help you slow down.
· Articulate your speech, speak with energy, and project your voice to reach your audience.
4. Look at your audience

· Maintain eye-contact.
· Speak as though you are speaking directly to a person.
5. Explain all figures to your audience

· Explain what the figures are showing and their significance.
6. Thank your audience when you are done

7. Answer questions briefly and directly

· Anticipate questions and rehearse ahead of time

· Take time to make sure you understand the question

· Avoid the urge to tell the audience everything you know

· Do not provide unrelated information

· Don’t be afraid to say “I don’t know”
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