Mission Viejo High School

  Tips for providing a quality panel presentation


* One member  (the panel leader) begins by greeting the audience, announcing the topic and introducing all the panel members or having them introduce themselves.

* The panel leader then begins the discussion or explains which panel member will begin.

* The panel member with the spotlight gives his or her presentation, remembering that the audience is being addressed.

* After a panel member's initial presentation, if it is appropriate, the members of the panel may add comments or questions. Comments may be made to the panel member who presented or to the audience, but it should be clear who is being addressed. Questions for the panel member are appropriate, but questions for the audience, if appropriate, should only come from the panel leader.

* Additional comments or questions may be added at the discretion of the panel leader, who is responsible for moving along the presentation.

* All members of the panel should give attention to panel speakers or audience members who are speaking, keeping side comments to a minimum and never doing anything to keep the focus from the current speaker. Even intense boredom should not keep all panel members from looking interested at the speaker and showing verbal and non-verbal respect. 

* Panel members should not do paperwork during another speaker's presentation, other than to jot down a quick note or thought.

* Disagreements among panel members are acceptable, if respectfully handled and not couched in personal attacks.

* Panel members should be aware of the time allotted for their section and adhere to that time.

* Very rarely should a panel member interrupt the speaker, even to correct errors. If an interruption is absolutely necessary, it should be addressed to the panel leader  ("Excuse me, Mr. Leader, but I would like to make sure that Mr. Speaker's comment about rain in July is accurate. I believe the amount should be .2 inches, not 200 inches.")

* At the conclusion of the presentations and questions from the audience (if appropriate), the panel leader should summarize if appropriate, and thank the panel and audience.
