
Attachment 1   Instructor Development Course 
 

Observation and Discussion Guide for 5-, 10- and 15-Minute Presentations 
 

The following describes the three levels of comprehension of lesson planning and presentation principles 
covered in this course as demonstrated in the five-, 10- and 15-minute presentations.   
 
Level of Presentation Skills – In this portion, the ID Course instructor should be evaluating the instructor 
candidate’s comprehension of the presentation principles taught during this course.   
 
 Level of Demonstration 

Presentation 
Skills 

Satisfactory Accomplished Improvement Needed 

Preparation Aids and equipment ready 
for use in presentation. 
Slight distractions from 
transitions with equipment 
or aids.  

Instructor candidate ready 
to begin. Teaching aids, 
equipment and any props 
ready to use. 

Instructor candidate not well 
prepared to begin 
presentation. Use of aids or 
props distracted audience 
from the content. 

Appearance Attire did not distract 
audience. Generally 
appropriate for the venue 
and audience.  

Fit the teaching 
environment. Wore 
appropriate USPS 
clothing with name tag. 

Appearance caused audience 
to focus on presenter and not 
the content being presented. 

Motivation Projected clear confidence 
in the content and its 
importance. Used a 
motivation strategy that 
involved the audience. 

Projected energy, 
enthusiasm for the 
content. Audience felt the 
energy and was drawn 
into the presentation. 

Motivation strategy not 
effective or not used. Did not 
project a need to know the 
content or the benefits to 
knowing. 

Presence Generally comfortable with 
content and audience. 

At ease and relaxed in 
his/her posture and 
conveyed that to 
audience.  

Ill at ease, nervous to point of 
distracting audience attention.

Eye Contact Looked up from notes or 
aids often. Audience felt a 
connection to content and 
presenter. 

Maintained eye contact 
with audience to help 
audience stay engaged 
with the presentation. 

Little or no eye contact. 
Looked at notes or slides 
most of presentation. Read 
slides. 

Voice  Clear tones and loud 
enough that the message 
could be understood. 
Voice did not trail off at the 
end of a sentence. 

Varied vocal tone and 
conveyed a positive & 
enthusiastic attitude. 
Spoke loud enough to be 
heard and at a rate that 
gave students time to take 
notes and process the 
information. 

Did not vary tone or pitch of 
voice. Some words were hard 
for the audience to hear. 

Diction Words clearly pronounced. 
Key terms pronounced 
correctly.  

Enunciated words clearly. 
Paused slightly longer 
when using key terms to 
allow time for thinking and 
questions.  

Speech was not clear part of 
the time. Words ran together. 

Gestures Positive physical gestures 
used in communication 
that supported the 
presentation. 

Smiled during the 
presentation. Used 
gestures to effectively 
emphasize important 
points/concepts.  

Some distraction with 
repetitive gestures or habits. 
May have indicated 
disapproval with facial 
expressions. 

Language Terminology used to match 
audience level of 
understanding. 

Used easily understood 
terminology and explained 
any technical terms.  

Use of some phrases or 
terms that confused the 
audience. 
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Presentation 
Skills 

Satisfactory Accomplished Improvement Needed 

Engaged Audience involved in the 
presentation. Presentation 
was planned and generally 
effective. 

Got the audience involved 
using questions, 
participation with teaching 
aids or teaching strategies 
and activities. 

Some audience involvement 
in the presentation. Most 
focus was on listening.   

Responses Responded to all questions 
appropriately showing 
respect for the audience. 
Redirected some 
questions to the audience 
to improve learning. 

Listened to student 
question before repeating 
the question in own words 
to audience to ensure the 
question was heard. 
Answered all posed 
questions and redirected 
questions to the audience 
for involvement.  

Responded to questions. Did 
not restate questions for the 
audience. May have taken 
some questions personally. 

 
Evidence of Planning for Presentation – In this portion, the ID Course instructor should be looking for evidence 
in the presentation that the instructor candidate comprehends the importance of adequate lesson planning and 
a satisfactory knowledge of lesson planning principles taught in the course. 
 

 Level of Planning Demonstrated 
Planning 
Principle 

Satisfactory Accomplished Needs Improvement 

Objective The objective is clear to the 
audience and describes the 
content to be presented. 

Written objective is clear 
to the audience. It 
indicates the extent and 
depth of the subject. 

The objective only partly 
describes the presentation 
content. May have confused 
the audience. 

Content Organized and logical plan. 
Evidence of research. 
Presentation method 
matched the lesson 
objective.  

Evidence of thorough 
research, plan is 
organized and logically 
developed. Presentation 
methods (lecture, visuals, 
participation, discussion) 
matched content 
objectives. 

Content not well organized. 
Earlier information does not 
support understanding the 
content. Presentation method 
does not support learning.  

Lesson 
Plan/Notes 

Planning and preparation 
for presentation is obvious. 
Notes only used for key 
points.  

Planning for presentation 
is clear. Rehearsed so 
use of notes not a 
distraction. Plan was 
followed as written. 

Evidence for planning and 
preparation not clearly 
evident in presentation. 
Excessive dependence on 
notes. 

Questions Planned questions to focus 
students on key parts of 
presentation. Asked 
questions that requires 
students to use content to 
construct answers. 

Planned and used 
questions to focus 
students on key elements 
of the content. Toward 
end of presentation 
questions required that 
students used earlier 
content to answer 
questions. 

Questions only need yes or 
no answers.  Questions do 
not help students build 
content understanding.  
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Planning 
Principle 

Satisfactory Accomplished Needs Improvement 

Teaching Aids Positive impact on 
presentation of the content. 
Choice of aids reflects 
strong understanding of 
content. 

Skillfully used to increase 
content understanding 
and the lesson 
objective(s). Clearly 
supported key point(s) in 
content.  

Aids not effectively used to 
strengthen presentation. 
Used as an activity more than 
content learning. 

Summaries Used summaries to divide 
the presentation at points of 
transition in content. 
Summary strategy helped 
students think about the 
previous content.  

Effectively used 
summaries when needed 
to provide time for student 
thinking and as a 
transition to the next part 
of the presentation. Used 
at natural breaks in 
content, 

Summary only mentioned in 
passing from one part of the 
content to the next. Presenter 
told students what to 
remember and quickly moved 
to next part of the content. 

Checking for 
Understanding 

Planning questions ahead 
of time to have the student 
use the content in a 
different way to move past 
student repeating 
presenter’s own words. 

Planning questions, an 
activity, demonstration, or 
use of a teaching aid that 
allows students to show 
understanding. Example 
using an electronic chart 
to create a route with 
waypoints.  

Asking are there any 
questions about the topic? 
Does not show any planning 
and does not indicate if 
student understood the 
content. 

Closure of 
Lesson 

Identifies the key points, 
terms and explains 
concepts through questions 
to the audience. Aids or 
activity used to reinforce 
content. 

A planned activity or 
procedure that allows 
students to explain or 
demonstrate the key 
points, concepts and 
terms in the presentation. 

Simply states what was 
covered in the presentation 
and asked if there are any 
questions. 

Timing Presentation of content 
stayed within one minute of 
the time available. Student 
questions and discussions 
after conclusion. 

Planned well for time 
available. Time could be 
adjusted for student 
interaction and questions 
in a strong presentation. 
Students engaged with 
content. 

Content delivered was too 
little or much for the time 
available. Planning not clearly 
evident or not close to time 
available. 

 
To achieve a satisfactory level of comprehension on the 15-minute presentation evaluation the 
instructor candidate must achieve at least eighty (80) points. 
 
 


