
T.U.S.C. Handbook 
GENERAL GUIDELINES 
 
The T.U.S.C. program is a language arts program designed to improve your listening and speaking 
skills. It will also teach you how to run a meeting, act as a secretary and you will learn how to 
answer questions and deliver speeches. 
 
In order for the T.U.S.C. program to be successful for you, you must be prepared for whatever job 
is assigned. No matter which you take part in, remember to: 
 
 1. Always speak in complete sentences. 
 2. Use your voice effectively.  
 3. Respect each other’s right to speak. 
 4. Listen appreciatively. 
 5. Be well-prepared: otherwise you let down your entire class, as well 
     as yourself! A formal apology will be required in those cases. 
 6. Enjoy your tasks. 
 
Oral Presentations  
What does it mean to speak well in public?  

 Your ideas follow a logical format – don’t ramble or jump from idea to idea  
 You speak clearly – don’t mumble!  
 You speak loudly enough that the person at the back can hear you – but don’t yell  
 You use expression – not one single tone  
 You speak at a medium pace – not too fast or too slow  
 You pause to emphasize a point or wait for applause  
 You choose appropriate words to explain yourself – not “um”, “like” or “uh”  
 You display enthusiasm for topic in your facial expression  
 Your body language shows confidence – stand tall, don’t lean against the wall  

Active Listening  
What does it mean to be an active listener?  

 You demonstrate attentiveness  
o Look at speaker  
o Think about and try to understand what the speaker is saying  
o Don’t fidget or move around lots  
o Encourage the presenter with non-verbal cues such as nodding and smiling  

 Recall relevant information from presentation when asked  
 Provides positive feedback through encouragement and applause  

 Ask relevant questions if you want clarification  

Contents 
This handbook contains the duties of all the members of the T.U.S.C. meeting. Also included are: 
information on giving speeches, information on demonstrations, and information on formal 
introductions and thank you’s. These items will be helpful for whichever duties you will be 
performing. 
 
 



Assistance 
For any assistance with tasks, students are to: 
 1. Read over the guidelines in the handbook. 
 2. If more help is needed, go to the person who did that task at the 
  last meeting. 
 3. As a last step, ask your teacher for help. 
 
Duties of T.U.S.C. Roles 
The following pages outline the duties of every member in the T.U.S.C. program. Be familiar with 
these duties and use them to help you when your turn comes up. 
The roles will include: 
1. Chairperson     17. Interesting Artifact 
2. Secretary     18. Movie/T.V. Reviewer 
3. Second Secretary    19. Artist 
4. General Reporter    *20. Canada/World News Reporter 
5. Timer      *21. Pet Talk 
*6. Speech Evaluator    *22. Local News 
*7. Thanker     *23. Survey 
8. Speeches     *24. Science Experiment 
*9. Poetry     *25. Nutritionist 
10. Invited Guest OR Interview   *26. Sports Reporter 
*11. Jokes and Riddles    27. Mascot Photographer 
*12. Math Problem    *28. Hangman 
*13. Game Reviewer    *29. Travel Agent 
14. Demonstration    *30. Commercial 
15. School News Reporter    *31. Top Ten 
16. Book Talk     32. Song Reviewer 
      33. What’s the Scoop? – News Reporter 

*not being used this year by students 
 
Duties 
1. Chairperson 
The chairperson must: 
 a) Be sure to have a copy of the “Agenda” form before the meeting. Be familiar  
     with the agenda. 
 b) Keep the meeting running smoothly. 
 c) Introduce each speaker and report in complete sentences. 
 d) Thank each speaker and make a comment after each report in complete  
     sentences. 
 e) Tolerate no interruptions or noise. 
 f) Say a formal thank you to the guest and explain to them that they may stay or  
     go, whichever they choose. 
 
2. Secretary 
The Secretary must: 
 a) Be prepared with a pen or pencil and “Secretary’s Report” form. 
 b) Read over the form ahead of time. 
 c) Fill in all necessary information at the meeting. 
 d) Check over your work to be sure that the Second Secretary will be able to read  
     it at the next meeting. 
 e) File the report in the “T.U.S.C. Binder” at the end of the meeting. 
 
The Secretary will be doing the job of Secretary AND Second Secretary. Make sure to read over both jobs. 



3. Second Secretary 
The Second Secretary must: 
 a) Read the Secretary’s Report from the last meeting orally (out loud). 
 b) Practice reading it and be sure it is correct. Check with last week’s secretary if  
     you have any questions (prior to the meeting). 
 c) Make sure you return the Secretary’s Report back to the TUSC binder. 
 
4. General Reporter 
The General Reporter must: 
 a) Be sure to have the “General Reporter” form before the meeting begins. 
 b) Be familiar with all the information on the form. 
 c) Evaluate each speaker in a positive way. 
 d) Be prepared to make a report at the end of the meeting, speaking in complete  
     sentences. 
 
5. Timer 
The Timer must: 
 a) Have the stopwatch, or a timer, before T.U.S.C. starts. 
 b) Be sure you can use it. 
 c) Be sure to have a “Timer” form to keep track of speakers. 
 d) Time each participant. 
  i/ Start the timer when the speaker begins. 
  ii/ Signal the speaker when time is up by standing up. 
  iii/ Give the speaker 30 more seconds, then say “Excuse me Mr./Madam  
      Chairperson. Time is up.” 
 e) Record the time on the Timer form. 
 
6. Speech Evaluator 
The Speech Evaluator is responsible for evaluating the speech made by the speaker. These 
evaluations should be taken seriously as they will be taken into account when the teacher makes 
the final evaluation of each student. 
 
The Speech Evaluator must: 
 a) Be sure to have the “Speech Evaluation” form. Practice both the introduction  
     and thank you at home before the meeting. 
 b) Know the proper pronunciation of the speaker’s name. Plan and give the  
     formal introduction. 
 c) Give the formal “thank you” immediately after the speech. 
 d) Give a fair and helpful evaluation to the speaker regarding their speaking skills. 
 e) Give an assessment to the audience regarding their listening skills. 
 f) Speak clearly and in complete sentences. 
 
7. Thanker 
The Thanker must: 
 a) Listen carefully to each presentation. 
 b) Be sure to have the “Thanker” form before the meeting begins.  

c) Give a brief thank you to each person who presented something, at the end of  
     the meeting. Include a comment for each person. 
 d) Speak clearly and in complete sentences. 
 
 



8. Speeches    (2-3 minutes) 
The person responsible for making a speech must: 
 a) Be prepared in advance to give a 2 minute speech on any topic (but less than 3  

    minutes). Use the formal introduction. 
 b) Be well-rehearsed (practice at home or in front of a mirror). 
 c) Use your voice effectively. 
 d) Make eye contact with the audience. 
 e) Make sure to read over the information on Speeches in this 
     handbook. 
 
9.  Poetry    (2 minutes) 
The person in charge of Poetry must: 
 a) Choose an interesting poem for their audience. 
 b) Try to memorize the poem. 
 c) Complete the “Poetry” form. 
 d) Recite the poem with good diction and expression. 
 
10. Invited Guest OR Interview  (no time limit) 
The person who has this task will have the choice of having a guest come to our T.U.S.C. meeting 
OR of conducting an interview of someone and bringing the interview to school. 
 
If you are inviting a guest, you must: 
 a) Invite someone you know to our T.U.S.C. meeting. 
 b) Explain that their role will be: 
  i/ to tell about their job, hobby, or something else you find interesting. 
  ii/ to answer some polite questions from your classmates. 
  iii/ to stay for part or all of the meeting, as they choose. 
 c) Complete the “Invited Guest” form. 
 d) Meet your guest at the door. Introduce them to your teacher and show them to  
     their seat. 
 e) At your turn, introduce your guest. Have them speak. Take questions from the  
     class. 
 f) Tell the Chairperson that you are done. 
 g) Escort your guest to the door when they leave, saying, “Thank you again for  
     coming.” 
 
If you are interviewing someone, you must: 
 a) Choose a person who might be familiar to many people. 
 b) Ask interesting questions. 
 c) Complete an “Interview” form to show the questions you asked, and the  
     answers you were given. 
 
11. Jokes and Riddles   (5 minutes) 
The person in charge of Jokes and Riddles must choose jokes in the best of taste. Jokes containing 
any offensive matter WILL NOT BE ALLOWED. Before you begin the meeting, check your jokes out 
with your teacher. 
 
The person in charge of Jokes and Riddles must: 
 a) Be prepared with at least 5 jokes or riddles. 
 b) Complete a “Jokes and Riddles” form. 
 c) Practice telling them at home or in front of the mirror.  Use your voice effectively. 



12. Math Problem   (5 minutes) 
The person in charge of the Math Problem must: 
 a) Find or make up a Math Problem. 
 b) Practice your problem at home. Know what materials, actions or other  
     strategies you’ll need. 
 c) Fill in your “Math Problem” form. 
 d) Present the problem in a clear voice. 
 e) Have class members try to solve the problem. 
 f) Explain the solution(s) to your problem. 
 
13. Game Reviewer   (5 minutes  10 minutes if demonstrating)) 
The person reviewing a game must: 
 a) Find a game to review (this can be a board game, card game or video game). 
 b) Read/learn how to play this game. 
 c) Fill in your “Game Reviewer” form. 
 d) Make sure that you can answer questions about this game. 
 e) If you are able, you can bring in the game to demonstrate how it is played 
 
14. Demonstration   (5 minutes) 
The person demonstrating must: 
 a) Show or demonstrate how to do or make something. 
 b) Show a natural progression from beginning to end, for whatever demonstration  
     you have chosen. 
 c) Fill in a “Demonstration” form. 
 d) Use about 4 minutes. 
 e) Make sure to read over the information on Demonstrations included in this  
     handbook. 
 
15. School News Reporter’s Duties (5 minutes) 
The School News Reporter must: 
 a) Involve all areas of the school - classrooms, gym, library, office and music. 
 b) Visit each classroom and identify one interesting area that the class is working  
     on. Give a brief description of the project or assignment. 
 c) Visit the gym (or a sport’s coach) and report on one interesting activity. 
 d) Visit the library and report on one interesting activity. 
 e) Visit the office and report on one interesting area or item. 
 f) Visit the music room (or teacher) and report on one interesting activity. 
 g) Complete a “School News” form. 
 
16. Book Talk    (3 minutes) 
Book Talk should be suspenseful and leave the audience hanging; then they’ll rush to read the 
book! 
 
The person in charge of Book Talk must: 
 a) Prepare an oral book report on a book you enjoyed and think your audience  
     would enjoy. 
 b) Complete a “Book Talk” form. 
 c) Practice reading a part of your book that you think that other students would be  

    interested in hearing. 
 
 



17. Interesting Artifact   (3 minutes) 
The person in charge of Interesting Artifact must: 
 a) Choose an interesting object to show the class. It could be: 
  - a special treasure 
  - something unusual 
  - from another country 
  - very, very old 
 b) Practice describing it at home. 
 c) Complete an “Interesting Artifact” form.  Be sure you can tell its age, its  
         origins, how you got it, why you chose it, how it is used, who owns it, etc. 
 
18.  Movie/T.V. Reviewer’s Duties (3 minutes) 
The Movie/T.V. Reviewer must: 
 a) Choose an appropriate television show or movie. 
 b) Watch it thoughtfully. 
 c) Fill out a “Movie/T.V. Review” form. 
 d) Report to the group at the meeting. 
 
19. Artist’s Duties   (3 minutes) 
The Artist must: 
 a) Decide which is your favourite way of expressing your feelings. Some choices  
     are art (drawing, painting, making something...), acting, music, writing or  
     speaking. 
 b) Bring an example and tell how you created it. 
 c) Complete an “Artist” form. 
 
20. Canada/World News Reporter’s Duties (5 minutes) 
The Canada/World News Reporter must: 
 a) Find out information about a news event that has just happened somewhere in  
     Canada, or in the World, and tell the class about it. You may ask your parents  
     or relatives for some information with this. This could include environment,  
     sports... 
 b) Fill in a “Canada/World News” form. 
 c) Make sure that the report is in your own words, rather than just reading it from  
     a newspaper.  Bring in the newspaper article if you have one though. 
 
21. Pet Talk    (5 minutes) 
The person doing Pet Talk must: 
 a) Tell about a pet you have, OR would like to have. 
 b) Complete a “Pet Talk” form. 
 c) Because of allergies this year, students can bring in pictures or drawings of  
         their pets, but will not be able to actually bring in their pet for a visit. 
 
22. Local News Reporter’s Duties (5 minutes) 
The Local News Reporter must: 

a) Find out information about a news event that has just happened somewhere in  
your own community, or a nearby community.  You may ask your parents or relatives 
for some information with this. 

 b)  Complete a “Local News” form. 
 c)  Make sure that the report is in your own words, rather than just reading it from  
       a newspaper.  Bring in the newspaper article if you have one though. 



23. Survey    (3 minutes) 
The person in charge of the Survey must: 
 a) Choose a survey that you wish to carry out. Decide if you will be finding out  
     facts, preferences of people, or something else. 
 b) Conduct your survey (with classmates, friends, family, other classes...). 
 c) Complete a “Survey” form to organize and display your data. 
 d) Present your information at the meeting. 
 
24. Science Experiment   (5 minutes) 
The person in charge of Science Experiment must: 
 a) Find or make up a simple, safe Science experiment. 
 b) Practice it at home. 
 c) Double check to be sure that you have everything you need to do the  
     experiment. 
 d) Present your problem as on the form, or as “magic”. 
 e) Your experiment is limited to 3 minutes. 
 f) Complete a “Science Experiment” form. 
 
25. Nutritionist’s Duties   (3 minutes) 
The Nutritionist must: 
 a) Prepare a healthy food snack that is easy for students to prepare and hits more  
     than one of the food groups. 
 b) Share the recipe with the class (have a copy so that it is available to the class). 
 c) Provide a small taste of the snack for the class. 
 d) Complete a “Nutritionist” form.  
 
26.  Sports Reporter   (5 minutes) 
The sports reporter must: 

a) Identify an interesting sports story. 
b) Talk about your favorite team, important games/playoff scores/championship titles, etc. 
c) Use the sports section of the newspaper, or the news on TV.  Use your own words to tell    
    the class about it (don’t read from the newspaper). 
d) Complete a “Sports Report” form. 

 
27.  Mascot Photographer  (5 minutes) 
The Mascot Photographer must: 

a) Take the class mascot to one of the student’s favourite places. 
b) Take some digital photographs (with the class camera) of the mascot in the student’s  
    selected location. no more than 35 pictures 
c) Return the camera to the teacher to print off your photographs. 
d) Complete a “Mascot Photographer” form. 
e) Share the photographs with the class. 

 
28.  Hangman    (5 minutes) 
The hangman person must:  
  a) Think of a movie, book, TV show, actor or actress or athlete. 

b) Prepare ahead of time a “hangman” on the board. 
c) Allow the class to solve the hangman. 
d) Complete the “Hangman” form. 

 
 



29.  Travel Agent   (5 minutes) 
The travel agent must:  

a) Introduce to us a great place to visit.  (It can be some place you have gone, or some  
    place you would like to go. Pictures would be great, especially if it is somewhere you   
    have visited/ lived.) 
b) Locate and show your spot on a map.  
c) Research interesting facts and fun things to do at your place. 
d) Complete a “Travel Agent” form. 

 
30.  Commercial   (2 minutes) 
This person must: 

a) Create an original product. 
b) Try to sell it to the class. 
c) Explain to the class why they need this product. 
d) Use a prop, picture or other visual aid!  

 
31.  Top Ten    (3 minutes) 
The Top Ten person must: 

a) Create a top ten list for any appropriate topic (ex. the top ten ways to embarrass your little 
sister in public, OR the top ten reasons why we should become vegetarians etc… 

b) Be creative! You cannot repeat a topic from a previous week. 
 
32.  Song Reviewer   (3 minutes + length of song) 
The song reviewer must: 

a) Select an appropriate song to share with the class. 
b) Share the name of the singer or group and the title of the song. 
c) Tell what the song is about. 
d) Share why you like the song. 

The song reviewer can bring in the song to share with the class, if available. 
 
33. What’s the Scoop? – News Reporter (5 minutes) 
This news reporter must: 

a) Choose a current news event that interests you. (It can be from around your community OR 
from Manitoba OR Canada OR the world.) 

b) Fill in the “What’s the Scoop?” form. 
c) Make sure that the report is in your own words, rather than just reading it from a 

newspaper.  Bring in the newspaper article if you have one though. 
d) When you are finished presenting your news, you will be cutting out your scoop and adding 

it to our classroom “cone”. 



FORMAL APOLOGY 
 
When a T.U.S.C. member does not have their duties completed or are not 
prepared for their task, a formal apology is required. 
 
Sample apology: 
“Chairperson __________, I regret to inform you that I am not prepared.” 

 
 
 

FORMAL INTRODUCTIONS 
 
A formal introduction always follows the same pattern. It begins with 
recognizing the chairperson, the teacher, any adults, guests and the 
other students. 
 
To introduce your own speech: 
Sample: “Chairperson _______________, Mrs. Tervoort, special  
guests, fellow students...” 
 
To introduce a person: 
This uses the same beginning as above. Then, you tell the person’s name 
that you are introducing and their position (job, hobby, etc.). This second 
part might tell two or three interesting facts about the person. If they 
are going to speak, you tell what their topic is. Lastly, welcome the 
person to the T.U.S.C meeting or invite them to speak. 
 
Sample for a guest: “Chairperson __________, Mrs. Tervoort, fellow 
students:  I would like to introduce our invited guest, my mother, Mrs. 
Smith.  She is a very busy lady as she works for B’s Business and looks 
after our family. She likes to curl in her spare time. She is going to tell us 
about her job. Please help me welcome her to T.U.S.C.” 
 
Sample for a student speaker: “Chairperson __________, Mrs.  
Tervoort, fellow students: I would like to introduce our speaker, Karen 
Smith. As well as being a Fearless Five and a good reader, Karen sings in 
the Divisional choir. Today she is going to tell us all about her choir 
experiences. Karen...” 

 
 
 



FORMAL THANK YOUS 
 
A formal “Thank You” always follows the same pattern. It begins with 
the name of the person you are speaking to, then the identity of the 
people doing the thanks. This is followed by a statement of appreciation 
for whatever specific thing has been done. 
 
“__________ (name): On behalf of our T.U.S.C. group, I/we would like to 
thank you for _______________________________.” 
 
There is then a statement of something specific that was noticed - 
something helpful, funny, unusual or particularly interesting. Your job is 
to let the person know that their participation has made a difference. 
  
“We particularly enjoyed/appreciated ________________________.” 
 
If your thank you is for the invited guest, you need to tell them that 
they are welcome to stay for all or part of the meeting but if they 
need to leave, we understand. 
 
Lastly, say thank you again. 
 
Samples: 
 
For a student speaker: 
 “John: On behalf of the Fearless Fives, I would like to thank you 
for your speech about the Divisional Choir. I was really surprised to hear 
how much fun you had. I thought it would just be more work. Maybe 
now that I know more about it, I’ll audition myself. Thank you again.” 
 
For a guest: 
 “Mrs. Smith: On behalf of our class, I would like to thank you for 
coming and telling us about Manitoba Hydro. I didn’t know how 
complicated it was to get electricity to my house and now I really 
appreciate how lucky we are. You are welcome to stay for all or part of 
the meeting but if you have to leave, we understand. Thank you again.”  
 
 



T.U.S.C. Demonstration Ideas 
 
The demonstrator’s job is to show the class how to do something. Be as 
creative as you like. 
 
Just think: 
How do I make _____. 
How do I do _____. 
How do I draw _____. 
How do I play_____. 
How do I create _____. 
How do I build _____. 
 
 
Here are a few ideas: 
 
 - How to wrap a present. 
 - How to tape a hockey stick. 
 - How to make kool-aid. 
 - How to do a braid/French braid. 
 - How to play a game. 
 - How to make toast. 
 - How to make cookies. 
 - How to play a recorder or some other instrument. 
 - How to make a friendship bracelet. 
 - How to take care of your teeth. 
 - How to make your own musical instrument. 
 
Now add some ideas of your own: (at least 5) 
 
 
 


