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REPORT 

 
(4 – 5 minutes) 
 
A report is a clear presentation of information that has been gathered on a 
particular topic. The information must be well organised, and the style should  
be neutral and factual.  
 
The format of a spoken report can follow the structure of a written investigative 
report or a written short report. However, because a spoken report is meant to 
last 4–5 minutes in Grade 12, it is better to follow the format of an investigative 
report, and to add more detail into the spoken report than you would put into the 
written investigative report.  
 
Below is an example of an investigative report into the needs for dance classes  
as an extra-mural activity. The written report (see the Writing & Presenting section) 
was prepared for the principal of the school, but the spoken report has been 
prepared to be presented in assembly to the whole school. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

  Try This! Exercise 11 

 
 Stand up and present the above report in a formal register, a polite tone,  

and take care to articulate the words (which means to pronounce them  
clearly and distinctly).  

 

 

  Try This! Exercise 12 

 
 Imagine that you had been asked to investigate how well the tuckshop was 

meeting the diverse needs of the learners at your school, and that you had 
undertaken this investigation. Write a spoken report about the investigation  
that could be delivered at a school assembly. 

Learners were also very concerned about the actual genres of dance on offer. The demand 

mainly seemed to be for hip-hop and ballroom dancing. Some learners were also interested 

in modern dance, and one learner requested to be taught the highland fling. In addition, a 

number of learners wanted to prepare for flash-mobs that could then be held in shopping 

centres and beaches over the weekend.  
 
To clarify, this investigation was looking at general dance classes, which would teach a variety 

of dance styles. For example, it was envisioned that one lesson would focus on hip-hop, while 

others could teach the cha-cha and the waltz. If there was more interest shown in the 

highland fling that too could be considered. However, the idea was to prepare learners to 

take part in social events that involved dance rather than to make anyone into an award-

winning solo dancer in any particular dance form. 
 
Regarding flash-mobs: they are an exciting phenomenon happening in many places in the 

world. However, before organising any on school property or in public places, we would 

need to consider the full implications and discuss these with the principal. 
 
Regarding cost, some learners were concerned that the cost of classes would mean that 

they would not be able to take these classes. This is, of course, an important consideration. 

The more learners that take the class, the less the external dance teacher would charge  

per learner. At present we do not know what the charge would be for such dance classes. 
 
To conclude, while there is interest in general dance classes at Bothasig High School, they 

probably would not be a well-supported activity. Too many learners are already over-

committed in the afternoons and do not have time to take part. Others are interested in one 

genre of dance only and would not be interested if any other genre were offered. The cost of 

these classes could also be prohibitive. 
 
Therefore it does not seem that holding general dance lessons in the afternoon would be 

viable, but it is recommended that the school consider making dance a bigger part of the 

Physical Education classes.    
When presenting a report you need to 

stand straight and speak formally. 

Report on the investigation into the demand for extra-mural dance classes 
 
Mrs Black asked the Representative Council of Learners to investigate how many learners 

would take part in general dance classes if they were offered as an extra-mural at Bothasig 

High School.  
 

Three members of the RCL undertook this investigation, and created a questionnaire to 

find out how many learners were interested in dance classes, as well as what kind of  

dance styles they would like to see included in these classes.  
 

Friday afternoon was proposed as the time that the dance classes could take place, 

because fewer extra-mural activities are offered on Fridays than on other school days.  
 

The questionnaire also tried to determine whether parents would be prepared to pay for 

these classes. 
 

The questionnaire was distributed to all the learners, and the results were collated  

and analysed. 
 

What was revealed was that girls were much more interested in dance classes than boys: 

85% of the girls were interested but only 20% of the boys found the prospect appealing. 
 

However, more than half of those learners that were interested would not be able to  

join the classes because they are already too busy with other extra-curricular activities  

or take part in team matches on Fridays. 
 

Only thirteen learners indicated that they would definitely join dance classes held on  

Friday afternoons.  


























