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Distinguished Toastmaster


 


 


¨


Achieved both Advanced 


Communicator


 Gold & 


Advanced Leader 


Silver 


awards.
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 Silver


 


 


¨


Served a complete term 


as a District officer;
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Completed the High 


Performance Leadership 


Program;


 


¨


Served 


successfully as a 


Club Sponsor, Mentor or 


specialist.
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tent 


Co
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¨


Served at least six months 


as a Club officer and 


participated in the 


preparation of a Club 


Success Plan


.
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-


sponsored Club officer 


training while a Club 


officer;
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Conducted any two 


programs from the 


Successful Club


 &/or 


Lea


d


ership Excellence


 


series.
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Gold


 


 


¨


Completed two more 


Advanced Manuals;


 


¨
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Leadership program;
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Coached new member with 


the first three speech 


projects.
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programs from The Better 
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Successful Club series.
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Manuals.
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Completed the Comp
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tent Leadership Manual.
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New Member


 


 


These new awards come into effect from 1 July 2006.  However, there is a two


-


year ‘grace’ period for those now 


working towards t


he current Competent Leader Award or above.


 


 




Toastmasters International 

Recognition Requirements for  

Communication & Leadership Tracks

 

 

Distinguished Toastmaster 

 



Achieved both Advanced 

Communicator Gold & 

Advanced Leader Silver 

awards. 

 

Advanced Leader Silver 

 



Served a complete term 

as a District officer; 



Completed the High 

Performance Leadership 

Program; 



Served successfully as a 

Club Sponsor, Mentor or 

specialist. 

 

 

 

Advanced Leader Bronze 

 



Achieved Competent 

Leader Award. 



Achieved Competent 

Communicator Award. 



Served at least six months 

as a Club officer and 

participated in the 

preparation of a Club 

Success Plan. 



Participated in District-

sponsored Club officer 

training while a Club 

officer; 



Conducted any two 

programs from the 

Successful Club &/or 

Leadership Excellence 

series. 

 

Advanced Communicator 

Gold 

 



Completed two more 

Advanced Manuals; 



Conducted a registered 

Success Leadership or 

Success Communication or 

a registered Youth 

Leadership program; 



Coached new member with 

the first three speech 

projects. 

 

 

Advanced Communicator 

Silver 

 



Completed two more 

Advanced Manuals; 



Conducted any two 

programs from The Better 

Speaker &/or The 

Successful Club series. 

 

 

Advanced Communicator 

Bronze 

 



Completed two Advanced 

Manuals. 

 

Competent Leader 

 



Completed the Compe-

tent Leadership Manual. 

 

 

 

Competent Communicator 

 



Completed ten C & L 

      Manual Speeches. 

 

New Member 

 

These new awards come into effect from 1 July 2006.  However, there is a two-year ‘grace’ period for those now 

working towards the current Competent Leader Award or above. 
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DEDICATION

This guide has been compiled from the works of a large number of Toastmasters who have gone before us.  The compilation, editing and revision of this ‘Members Guide’ was carried out by one of the District 69 TOASTMASTERS CLUB.  The Guide evolved over a period of about twelve months and required consultations with many people who made suggestions for improvement.  It included the burning of copious quantities of midnight oil over a hot computer terminal.

It is therefore dedicated to the manymembers of District 69
We would like to thank, and acknowledge the unknown Toastmasters, who contributed directly or indirectly or whose material was used or included in some way during the compilation of this Guide.

Finally, a special acknowledgment is given to TOASTMASTERS INTERNATIONAL whose basic material, or interpretation thereof, forms the backbone of this Guide.

~~~  A BIG THANKS TO ALL OF YOU  ~~~

[image: image10.wmf]

THE STORY OF TOASTMASTERS
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Since Toastmasters began, more than two million men and women have benefited from the Communication and Leadership programs of the Organisation. 

The first Club was formed in October 1924, when a group of men assembled by Dr. Ralph C Smedley met in the basement of the Santa Ana California YMCA to form a Club.  The aim, “to afford practice and training” in the art of public speaking and in presiding over meetings and to promote sociability and good fellowship among its members.

The group took the name “Toastmasters”.
A year later, a second club was started in Anaheim, California, followed by a third in Los Angeles.  By 1930, it was apparent that a federation was necessary to co-ordinate activities of the clubs and to provide standard methods.  After formation of a club in Victoria, British Columbia, the group became known as Toastmasters International.

Growth was slow during the early years, but the number of clubs increased steadily.  The forerunner of today’s C&L program, Basic Training, was introduced in 1942 and has been expanded and updated many times since then to keep abreast of the times and members’ needs.

Membership in Toastmasters International increased rapidly after the end of World War II and by 1954 the number of Toastmasters clubs has approached 1500.

Gavel Clubs were formed in 1958 to accommodate groups wanting Toastmasters training but not qualified for Toastmasters membership.  These clubs provide communication and leadership training in correctional institutions, hospitals and schools.  In 1966, the Youth Leadership Program for young people in junior and senior high school was added to the list of established community programs being presented by Toastmasters.

In 1962, World Headquarters offices were moved to a new building in Santa Ana, California, not far from where the first club began.

In 1973, Toastmasters club membership was opened to women.  This change also enabled women to benefit from self-development in communication and leadership.  In the same year, a comprehensive listening program was introduced to further help members develop their communication skills.  The year 1974 saw a celebration of the organisation’s first 50 years and the promise of an even more successful future.

The growth of Toastmasters saw World Headquarters on the move again.  The newest World Headquarters building was opened in 1990 at Rancho Santa Margarita, California.

New programs, including the modular Advanced Manual Series, Success Leadership Series, and self-study cassette tape programs were added to augment the Communication and Leadership program.  Growth in new clubs, especially in the corporate sector, reached new highs in the late 1980’s with the number of clubs approaching the 6000 mark.

Toastmasters International is the undisputed world leader in public speaking training with the promise that the best is yet to come.

[image: image13.wmf]THE TOASTMASTER ORGANISATION 
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The basis of the Toastmaster organisation is formed by each individual member.  That makes you a VERY IMPORTANT person.  Toastmasters does not exist without you and it is here to serve YOU in every way.

As you become more familiar with Toastmasters you might like to know more about the geographical divisions, the boundaries that define them, or the function of the executive officers above club level.  Please ask a member of the Club’s executive to explain it to you.
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OBJECTIVES OF TOASTMASTERS
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The fundamental objective of Toastmasters International is to educate men and women through the process of self-improvement and leadership training so that they may increase their usefulness in business, professional and community life.

Toastmasters seek to foster and encourage Personal Development through ‘Better Listening, Thinking and Speaking’ by:

· Improving oral expression

· Developing confidence and ability to speak in public

· Obtaining instruction and experience in the conduct of meetings

· Promoting the habit of analytical and creative listening

· Assisting each other through constructive evaluation
· Improving personal presentation
· Developing their capacity for leadership
· Promoting good fellowship
· Advancing mutual understanding through more effective communication.
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THE VISION OF TOASTMASTERS INTERNATIONAL

Toastmasters International empowers people to achieve their full potential and realise their dreams.  Through our member clubs, people throughout the world can improve their communication and leadership skills, and find the courage to change.

THE MISSION OF TOASTMASTERS INTERNATIONAL

Toastmasters International is the leading movement devoted to making effective oral communication a worldwide reality.

Through its member Clubs, Toastmasters International helps men and women learn the arts of speaking, listening, and thinking – vital skills that promote self-actualisation, enhance leadership potential, foster human understanding, and contribute to the betterment of mankind.

It is basic to this mission that Toastmasters International continually expand its worldwide network of Clubs, thereby offering ever-greater numbers of people the opportunity to benefit from its programs.

THE MISSION OF THE CLUB

[image: image19.wmf]The mission of a Toastmasters Club is to provide a mutually supportive and positive learning environment in which every individual member has the opportunity to develop oral communication and leadership skills, which in turn foster self-confidence and personal growtth.

A TOASTMASTER’S PROMISE

Being a Toastmaster means more than simply making a commitment to self-development.  Everyone who joins a Toastmasters Club is making a commitment to the Club, to its members, and to the organisation as a whole.

A Toastmaster’s Promise

As a member of Toastmasters International and my Club, I promise…..

· To attend Club meetings regularly;
· To prepare all of my speeches to the best of my ability, basing them on projects in the Communication and Leadership Program manual or the Advanced Communication and Leadership Program manuals;
· To willingly prepare for and fulfil meeting assignments;
· To provide fellow members with helpful, constructive evaluations;
· To help the Club maintain the positive, friendly environment necessary for all members to learn and grow;
· To willingly serve my Club as an officer when called upon to do so;
· To treat my fellow Club members and our guests with respect and courtesy;
· To bring guests to Club meetings so they can see the benefits Toastmasters membership offers;
· To adhere to the guidelines and rules for all Toastmasters educational and recognition programs;
· To maintain honest and highly ethical standards during the conduct of all Toastmasters activities.

[image: image20.wmf]SECTION 1

[image: image21.wmf]
No Name
TOASTMASTERS CLUB
           Club …….     Area …     …………. Division     District 69
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CLUB ACHIEVEMENTS

[image: image25.wmf]






ABOUT your club
May we all live in harmony for the betterment of Toastmasters.

We are pleased you have made the commitment to join the …………………… Toastmasters Club.  We hope you will be one of the team players and that you will be happy in our club environment.  Let us all remember the Club Promise and keep the club healthy and the spirit alive.
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Members can earn the following communication and leadership awards.

DISTINGUISHED CLUB PROGRAM
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Distinguished Clubs are a measure of Club success in areas of education, growth, club administration and training.  Toastmasters International like to see that Clubs are providing the full benefits so that members can become confident, effective speakers, achieve their full potential and realise their dreams.

Each year, Clubs all over the world strive to become a Distinguished Club and (your club name) have succeeded in achieving this most of the time.  However we must not rest on our laurels – we need to review and refocus our strategies to achieve our goal for each and every year.

You may think that some are out of reach, however if the Club works the Club Success Plan and members goals are met, you will be surprised how easily the points will be gained.  Well-planned meetings with members who are interested and participating will soon have both the member and the club reaching their goals.  

THE 10 POINTS

1. TWO CC.  Two members who complete their 10 speeches from the

Communication and Leadership Manual.

2. TWO MORE CCs.  Another two members who complete their 10 speeches

from the Communication and Leadership Manual.
3. ONE ACB, ACS or ACG.  One member who has undertaken to

complete 10 more speeches from two of fifteen exciting Advance manuals.

(Note – World Headquarters send you (at no charge) two advanced manuals of your choice when you have completed your CC).

4. ONE MORE ACB, ACS or ACG.  Another member who has completed 

10 more speeches from two advanced manuals. 

5. ONE CL, AL or DTM.  To gain this award, members must have completed

their CC & completed two educational sessions.  The member must also

have attended Club Officer Training and participated in the preparation of a 

Club Success Plan whilst serving at least six months as a Club Officer. 

6. ONE MORE CL, AL or DTM.  Another member needs to take the challenge

to become a leader by completing those points shown in (5) above.

7. FOUR NEW MEMBERS.   We should never overlook the importance of 

inviting guests to attend our meetings.  It is usually from these guests that we 

obtain new members.  Ideally, each club should endeavour to have four new 


members before the first semi-annuals are due in September of each year.
8. FOUR MORE NEW MEMBERS.  Often this is the most difficult of the points

to attain, however we need to be vigilant when we carry out our every day 

Tasks.  
Remember the one metre rule – talk about Toastmasters to anybody

who comes within one metre of you. 

9. MINIMUM OF FOUR CLUB OFFICERS TRAINED DURING EACH OF TWO 

TRAINING PERIODS.   Ideally, all club officers should attend these training sessions, however in order to gain credit for this point on the DCP, at least four officers are required to be trained in their respective roles.  All members are encouraged to attend these training days, which are usually held in July and February.

10. ONE SEMIANNUAL MEMBERSHIP REPORT and ONE CLUB OFFICER

LIST SUBMITTED ON TIME.  Semi annual dues are due 1 October and 

1 April and must be remitted to World Headquarters on or before 10 October and 10 April to receive credit for this point on the DCP.  The Club Officer List for weekly clubs are required to be at World Headquarters prior to June 30th.  

REASONS TO ATTAIN YOUR C.C.
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Top 10 Reasons to Get Your CC

Why did International President Jo Anna McWilliams DTM place such a major emphasis on every member getting a CC designation?

Here are 10 terrific reasons

10.
You practice using all the major ‘building blocks’ of effective oral

Communication through the 10 assignments.

9. You gain experience in speaking before an audience 10 times.

8. CC looks good on your resume.

7. CC is a milestone – like completing a marathon, getting a diploma or

earning a sales award.

6. You get a nice certificate and it is free!

5. It helps your club gain Distinguished status.

4. It feels good!  Skill + Confidence = Competence (Mastery!)

3. You obtain the benefit of 10 oral and written evaluations in a friendly

and supportive, yet structured, atmosphere.

2. Your CC opens the door to further progress towards Advanced 

Toastmaster and Competent Leader designations.

1. You get to wear a cool badge

The above material was obtained from District 47 newsletter ‘The Sunshiner.’
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EXECUTIVE 
	EXECUTIVE MEMBER
	ADDRESS
	CONTACT

	PRESIDENT


	
	

	VICE PRESIDENT

- EDUCATION


	
	

	VICE PRESIDENT

- MEMBERSHIP


	
	 

	VICE PRESIDENT

- PUBLIC RELATIONS


	
	 

	SECRETARY 


	
	

	TREASURER


	
	

	SGT-AT-ARMS


	
	

	
	
	

	POSTAL ADDRESS:  

                                         Address: 



EXECUTIVE RESPONSIBILITIES
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The Club Executive Committee has the responsibility for meeting quality and the long-term success of the Club.  Following are the roles and responsibilities of each Executive Committee member.

CLUB PRESIDENT

The President is responsible for general supervision and operation of the club.  They ensure the meeting starts and ends on time as well as warmly and enthusiastically welcoming guests and members.  They also oversee the plan to achieve Distinguished Club Program goals, encourage communication and leadership development through promoting CC, ATM, CL and AL awards and ensure the club has an ongoing membership-building program.  The President attends District and Regional conferences as well as chairing a monthly executive committee meeting.  The President must also attend District’s Club Officer Training.  The President votes at Area, Division, District Council Meetings.

IMMEDIATE PAST PRESIDENT

The Immediate Past President provides guidance and serves as a resource to Club officers and members.  They chair the Nominating Committee, assist in the preparation of the club Success Plan, and promote the Club’s efforts to become a Distinguished Club.

VICE PRESIDENT EDUCATION

The Vice President Education is responsible for planning successful club meetings and promoting participation in the educational program.  The VPE orients new members to the Toastmasters program and to the Club and assigns every new member a mentor.  This officer ensures all members understand the importance of excellent evaluations and know how to evaluate.  The VPE arranges for Speechcraft, Success/Leadership and Youth Leadership Programs to be conducted as well as encouraging members to participate in other Toastmaster activities and programs.  The VPE is responsible for organising the Club speech contests.  They initial all speakers Records of Assignments and ensure a club member conducts a program from the Successful Club Series monthly. The VPE is required to attend and participate in Executive meetings (presiding in the absence of the President).  The VPE attends District and Regional conferences and must also attend District’s Club Officer Training.  The VPE votes at Area, Division and District Council Meetings.

VICE PRESIDENT MEMBERSHIP

Vice President Membership plans, organises and implements a continuous marketing effort, which ensures the Club maintains or exceeds 20 members.   The VPM also works with people inside and outside of Toastmasters to promote Club membership and membership retention.  The VPM helps prepare the semiannual membership report (including membership list and dues payment) for submission to World Headquarters.  They follow up and keep track of guests, new members joining, members not attending meetings and send follow up notes to guests.  The VPM greets guests and has them complete a guest card, maintains accurate membership listing and attendance records.  The VPE speaks with fellow members to determine if their needs are being met.  The Vice President Membership must also attend District’s Club Officer Training.  The VPM votes at Area Council Meeting.

EXECUTIVE RESPONSIBILITIES
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VICE PRESIDENT PUBLIC RELATIONS
Vice President Public Relations develops, implements and administers a publicity program that maintains a positive image of Toastmasters International for all members, guests and the general public.  This person is responsible for internal and external public relations for the club, including preparing and distributing news releases regarding Club activities, publicising Club events and working with Club officers to develop literature about the Club.  The VPPR promotes the club to local media. The Vice President Public Relations is required to attend and participate in Executive meetings and must also attend District’s Club Officer Training.

SECRETARY

The Secretary is responsible for all Club records and correspondence.  The Secretary keeps the Club Constitution and Bylaws and all other official Club documents.  The secretary mails club officer list to World Headquarters within 10 days after elections, handles correspondence, keeps club files and records and reads meeting minutes.  The secretary is required to attend and participate in Executive meetings and must also attend District’s Club Officer Training.

TREASURER

The Treasurer prepares the budget, provides the bank with new signatures, pays bills as due, keeps records of all financial transactions, presents the financial reports and submits clubs accounts for audit.  The treasurer receives new member applications and dues, attends and participates in Executive meetings and must also attend District’s Club Officer Training.

SERGEANT-AT-ARMS

The Sergeant-at-Arms maintains club equipment, arranges the room for meetings making sure the lectern is in place and the banner displayed.  They arrange food if necessary and ensure the meeting starts on time.  The sergeant-at-arms must attend and participate in Executive meetings and also attend District’s Club Officer Training.
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There are optional positions appointed at the discretion of the President and Executive Committee.  We encourage our Executive offers to have a committee to assist them in performing their duties.  Feel free to volunteer for one of these committees.

BULLETIN EDITOR

· [image: image39.wmf]Compiles a regular bulletin (usually once a month).  This is another of our club’s communication tools.
· Includes the following in the bulletin:

· Educational material

· Personality profiles

· Reports from the Executive

· Forward Events

· Items of Interest

· Humour

· Sends the bulletin to all financial members, Area Governor, Division Governor, District Governor, Lt Governor Public Relations and other clubs.

[image: image40.emf]

SOCIAL CO-ORDINATOR

· Arrange all official functions, such as Birthday Party, Christmas Party and Presentation nights

· Co-ordinate Theme nights as arranged.

· Co-ordinate Dinner Meetings as arranged.

· Arrange club social events from time to time.               

· Attend club executive meetings.

SUPPLIES OFFICER  (Can be assistant to VPE, VPM & Sgt-at-Arms)

· Control all club supplies and equipment

· Order all supplies and badges

PARLIAMENTARIAN

· Act as club parliamentarian, and advise the chairman and meeting parliamentarian as required.

CLUB HISTORIAN

· Compile the club history and update and amend it as necessary.
[image: image41.emf]


WEBSITE ADMINISTRATOR
· Maintains and updates the Club website

MEMBER RESPONSIBILITIES
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Every Toastmasters club is a co-operative and only works well when all members are ‘pitching in’.  Please consider your responsibilities to maximise your effectiveness in working with others.

ATTEND MEETINGS – As a member, you are expected to attend club meetings regularly.  Your attendance contributes to the spirit and enjoyment of the club and helps you to learn through participation.

ARRIVE ON TIME – This means well before the meeting is to commence to allow time to become acquainted with guests, the agenda and the minutes.  A friendly club is a healthy club.  Arriving early also allows you to organise your position for the night.

GIVE YOUR APOLOGY – Be sure to call the VPE or the Toastmaster if you know in advance that you are unable to attend.  You may wish to call the Secretary if it is a ‘last minute’ apology.  This is a courtesy, which is encouraged.

FIND A REPLACEMENT – If you are unable to attend a meeting for which you are programmed, try to find a replacement to fill your position.  Advise the VPE and the Toastmaster of the Evening of the change.

PARTICIPATE IN GENERAL BUSINESS – You’ll take a greater interest in Club policy when you help to shape it.

STRIVE FOR EXCELLENCE – It will reflect well on you as well as the club.  Members who strive for excellence not only grow immensely, but also provide a fine example for everyone.

PREPARE WELL & IN ADVANCE – If you do not find the information you require in this handbook, ask your mentor or the VPE for assistance.
BE A TRUE MEMBER – As a member, you are expected to help with the general duties on the night of the meeting.  This could include helping the Sgt-at-Arms with the setting up of the room, washing or wiping up, and most certainly the clearing up to restore the room to its original condition at the end of the meeting.

BRING GUESTS REGULARLY – All meetings improve with a larger audience.  At (your club name) Club, we like to feel that guests enjoy our meetings.  Introduce guests to other members so they will feel at home.  Make sure they have someone, especially a club member to talk to during the break, before and after the meeting.  Members sitting next to guests should ensure that the guest understands the program and why program segments are performed.

GIVE YOUR COMMITMENT – A club is only as good as its members.  We look forward to your enthusiasm and willingness to participate.  Take risks, support other club members, strive to succeed and grow.  Decide to enjoy every experience.

ENJOY YOURSELF – Remember, Ralph Smedley (the founder of Toastmasters) said ‘We learn best in an atmosphere of fun’. 

   MEMBER RESPONSIBILITIES (cont’d)


CLUB PARTICIPATION – There are many roles on the Toastmasters program each meeting.  Some are small, some are time consuming and some require a good deal of experience.  At (your club name) Club, we aim to educate new members gradually and you will be programmed for the smaller roles first.  These might include Timer, Grammarian, Word Master or Listening Critic.  However, you will not be rostered for a task that is beyond your level of experience until you are ready for it.  A description covering preparation as well as special tips for each role on the program is found in part two of this manual.

As a member, you will be expected to participate fully in meetings, fulfilling any task on the program for which you are rostered.  The Vice President Education regularly asks members what they want to do on the next forward program and you may indicate your preferences then.  However, you are encouraged to tackle all positions as they are offered to you.  Remember, you can progress at your own pace, although you may be urged to stretch yourself that little bit further and so benefit fully from the educational program.

As well as the regular club meetings, the club has theme meetings or meetings that have an entirely different format.  You are asked to participate in the fun format of these evenings.  Various club members also present special education sessions outside regular meetings, sometimes for club members, sometimes for other groups.  Should you wish to participate in these or assist with their presentation, you will be very welcome.


ANNUAL SPEECH CONTESTS

Experienced club members know that entry into the club speech contests is the best way to achieve personal excellence.  It provides the incentive to put that bit extra into the preparation and delivery of a speech.

INTERNATIONAL SPEECH CONTEST 

This contest is open to all members who have completed at least six C&L manual speeches and have been a member since the previous 1st July.  The speech is to be five to seven minutes (with time limits strictly enforced), and is on a topic of the speaker’s choice.  Winners of the club speech contest represent the club at the Area speech contest.  Successive levels for winners are the Division, District and International – the ‘World championship of Public Speaking’.

EVALUATION CONTEST

Evaluation is the keystone to the success of Toastmasters, so it is only natural that excellence in this area should be recognised.  The evaluation speech is to be 2-3 minutes in duration and winners of the club contest represent the club at the Area speech contest.  Successive levels for winners are the Division and District.

HUMOROUS SPEECH CONTEST  

Making the audience laugh requires special skills, but the successful delivery of a humorous speech is a very rewarding experience.  Winners of our club contest will participate in the Area speech contest.  Successive levels for winners are the Division and District.  Humorous speeches are also subject to a 5 to 7 minute time restraint.

TABLE TOPICS SPEECH CONTEST

Here is a contest each member can practice for at each meeting during Table Topics.  This contest is held at each level to District level and is much the same as club Table Topics.  The speaker hears the topic for the first time after taking their place on the stage.  The speaker then delivers a 2-minute impromptu speech on the given topic.

The above four contests are the only contests recognised by District 69.  Some clubs will conduct club contests on Novice Speaker, Tall Tales and Interpretive Reading.   As a means of getting clubs together within an Area, sometimes an interclub contest will be conducted with the winner from each club representing their respective club.  (None of these three contests are recognised by D69 as a Speech Contest).

The Trophies for these contests are normally presented at the Birthday/Christmas meetings

MEMBER RECOGNITION


MEETING AWARDS

ACHIEVER OF THE NIGHT

This award is given to the member who has given something to the club in accordance to the Toastmaster s promise (ie brought guests or members, filled in a vacancy in the program, helped to do other duties beyond their own within that night).

SPEAKER OF THE NIGHT

This award is given to the member who is the most outstanding speaker for ANY assignment during the meeting – NOT JUST THE ‘SPEECHES’.

BEST IMPROMPTU

This certificate is given to the person who presented anything that was not prepared.  This could cover Table Topics, some 3-minute assignments if they are delivered on the spot.  Check to see if ‘Best Evaluator’ award is being presented.  If not, evaluations could also be included in this section.

BEST EVALUATION

This award is given to the member who presented the best evaluation.  Table Topic evaluations, Speech evaluations and the General evaluation is included in this section.

TIMERS AWARD (optional)

Presented to the member who delivers his/her assignment closest to the assigned time.

BRIGHT SPARK AWARD

Presented to someone that had a particularly bright idea or livened up the meeting in a special way.

PRESIDENT’S AWARD

Presented to someone the President felt deserves special recognition for their efforts during the meeting or (optional) important outside assignment

Awards are for CLUB MEMBERS only.
MEMBER RECOGNITION (CONT’D)

ANNUAL AWARDS

(your club name) Club presents annual club awards for excellence at the Changeover Dinner, which is usually set down for the last meeting of the Toastmaster year.  In each category, a member is chosen who has demonstrated outstanding achievement in accordance with the criteria for that award.

CLUB TOASTMASTER OF THE YEAR

Toastmasters International normally decides this on a points basis as set down.  Members are expected to record their own points and submit them when requested, during May of each year.  Club points will also be submitted for District Toastmaster of the Year.  Ask your VPE for the current points table set down by Toastmasters International.  

PRESIDENTS AWARD  (optional)

This award is given to the member who the President has found to be the most deserving for their assistance during the year to the President and to the Club.  This is a Perpetual Trophy.

ENTHUSIASTIC TOASTMASTER AWARD  (optional ) 

This award is given to the member who the club members feel is most deserving. 

There are 10 point guidelines in place to earn this award. 

Some clubs will make presentations of certificates for the following awards:

Membership Building:  Can you imagine a large club with plenty of participants – it can only be if we all encourage guests.  This award will be given to the member if they bring the most guests.

Best Attendance Certificate:  Awarded to the member or members who attends the most meetings.

Encouragement Certificate:  Awarded to the member who the Executive believes has aimed for a higher standard within the Club.

CLUB CONTEST AWARDS

There are four contests held in accordance with Toastmasters International rules of contest.  These are the club speech contests, which are conducted prior to September of each year.  The winners will receive certificates at the speech contest but will be presented with a trophy at the Christmas Dinner. 



THE ROLE OF THE MENTOR


This role is for the experienced Toastmaster who has been with the Club for a number of years.  When you are asked to participate as a mentor for a new member, you have the opportunity to pass on your wealth of experience to someone who may be just starting out on the road to self-discovery.  How well they progress will depend on your ability to work with their specific needs.

A MENTOR is a wise loyal adviser and as a COACH you will also be an instructor or trainer.  In fulfilling these roles, you have the opportunity to share your wisdom, knowledge and experience with someone eager to learn, grow and achieve.

It is important to remember that you too may sometimes need a mentor, even though you may be a more experienced member of the Club.  At such times, what was it that you looked for?  Was it someone to advise, just listen, or add a little inspiration?  Perhaps it was someone to help you to see things from a completely different perspective.

Consider those points as you fulfil your role as a Club Mentor.

You will be required to:

· Build a personal rapport with the new member.  If you and the new member are not already well acquainted, get together informally over a cup of coffee and get to know each other.  Discuss your own experiences as a Toastmaster, what led you there and what you have learned and achieved.

· Discuss needs and expectations.  Secure an understanding of what the new member expects or wants to gain from their membership.  Try to put yourself in their shoes and empathise with their needs.  Project confidence and enthusiasm that participation in Toastmasters will help meet those needs.

· Help them set appropriate goals.  Everyone has different needs.  It is important to prepare the newcomer to work with the Club’s program for self-development.  Remember that there are many aspects to be worked on.  They need to participate in the many and varied assignments for well rounded development.  There will be some new members with more experience and they may want to progress more quickly.  Help them set the goals to fit their specific needs.  Remember however, that the experience should first and foremost be enjoyable.

· Effort and commitment is needed.  Behaviour patterns are set early.  Emphasise the need to prepare diligently for each segment or manual speech.  They should attend meetings regularly and take part in Club programs, activities and responsibilities.  Help them work through their assignments as needed and requested.

· Monitor the new member’s progress.  This is an ongoing process that involves regular contact.  Give performance feedback on assignments.  Provide positive reinforcement.  Keep them on track.  Help them to solve their own problems.  Answer questions.  Keep it low key.  Be constructive – never overbearing.

· The mentor’s role is for as long as the member and Mentor are happy to work together or have outgrown each other’s expertise.  
     

SECTION 2


PREPARATION, ASSIGNMENT

& PRESENTATION


Just as the Scout motto is ‘BE PREPARED’, 

so you need to ‘BE PREPARED’.
This section is intended as a guide.  There are many ways to carry out an assignment and the following material is not to be regarded as hard and fast or the final statement.  The information contained herein may be used as presented or adapted in what ever way best suits the occasion.  Always discuss your ideas for changes in format with the VPE before the program.

 CHAIRMAN


Time:  Refer to VPE (usually 15-20 mins)

As the Chairman, you have the responsibility of running the business meeting.  This means using meeting procedure to ensure that the club’s business is attended to in an efficient manner.  The rule of meeting procedure is that the majority rules but the minority must be heard.

You will conduct the meeting from the head table.  You may be seated whilst speaking if you request the leave of the meeting to do so.  Only financial club members in good standing are permitted to participate in official club business.

Requirements

· The business meeting should be treated as a training and practice situation for all present.  To enable the secretary to record the details of the meeting, movers of a motion should stand (or at the Chairman’s discretion, remain seated), state their name and:

· If they are rising in response to your request for a mover – say ‘I so

move, Mr/Madam Chairman and state their name’.

(eg ‘I so move, Mr Chairman – John Smith’.

· If they are rising on other business, state the motion.

· Seconders should also stand and state their name and say ‘I second the motion’.

· The club should have  a ‘Guide for Meetings and Organisations’ by NE Renton.  Use it to guide you through the procedures.  Read through it before the meeting.  You may alternatively wish to use the scripted format on the following pages.

· Consult with the Club Parliamentarian on any doubts you have about meeting procedure.  You may want to ask the club parliamentarian to sit next to you during the meeting to give assistance with difficult points.

· Check with the club executive members BEFORE the meeting to determine if they have a report.  This will save precious time and give your session a more polished presentation.

· You have the right to rule any member ‘out of order’ if they are not speaking at an appropriate time or their comments are irrelevant.  Time is limited at a business meeting and must be spent on comments that will contribute the most to the club.
· It is important that the business session comply with the mood (serious or otherwise) of the meeting.  Confer with the President beforehand regarding the level of formality required.

· Provide a warm introduction for the Toastmaster and lead the applause of welcome before presenting the gavel.

NOTE:  The guide for meeting procedure in District 69 is ‘Guide for Meetings and Organisations’, by N.E. Renton.

CHAIRMAN (CONT’D)


· NOTES
Familiarise yourself thoroughly with the following notes to help you conduct a smooth business session, especially if you know in advance that general business or any section will be difficult.

All discussion is to be directed to the chair.

Be aware of your time allocation for the business session.  If extra time is required, then the timer should put the motion “Mr / Madam Chairman.  I move that an extension of time be allowed at your discretion”.  A seconder is not needed for this motion, however the Chairman must put it to the vote by saying “All those in favour?”

Discussions on motions must alternate – for – against – for – against etc.

· REMEMBER, MOTIONS MUST
INITIALLY BE SUBMITTED TO THE EXECUTIVE 

BE SECONDED.  (The Chairman can second motions).

BE DISCUSSED.  
The mover has the right of reply but not to introduce new material in the course of that reply.  The seconder may speak or reserve the right to speak later.

· SOME FACTS ABOUT MOTIONS
A RESOLUTION is a formal determination by an organised meeting.

A MOTION is a proposed resolution before it has been adopted (ie passed or carried) by the meeting.  A motion can be either procedural or substantive.

A SUBSTANTIVE motion is one ordering something to be done, authorising some past or proposed action, expressing the meetings opinion with regard to some subject.

A PROCEDURAL motion is one dealing with the conduct of the meeting itself. (ie ‘That the meeting will now adjourn.’)

A motion should be quite specific – the chair should not accept one that is ambiguously worded.  It should commence with the word ‘that’.

The procedure for moving a motion is for the mover to rise or raise one hand and possibly also by calling ‘Mr Chairman’ to get the chairman’s attention.  When called, rise, state name and explain the motion.  It is undesirable for the chairman to accept motions if no explanation is offered.  A mover is deemed to have spoken to his motion and does not ‘reserve’ the right to speak later as a seconder could.  Not speaking later does not refer to ‘the right of reply’, which is the movers RIGHT.

A MEETING CHAIRMAN’S CHEAT SHEET EXAMPLE

“I declare meeting number …… of (your club name) Toastmaster business session open at:………

On (Date)……………………..;  at (time)………………… 

I will remain seated for the rest of the business session

Introduce Honorary Parliamentarian (if any) who will be assisting and help through the tight spots.

“ Mr/Madam Secretary, is there a quorum present?  (50% = 1 of active members )

VOTING RIGHTS:
“Only financial members may move, second & vote on matters affecting the club.


As Chairman I will exercise the casting vote in the event of a tie.”


Constitutionally, Proxy votes are not applicable

VOTING PROCEDURES
 “ I request that discussion should be directed through the chair.


I will acknowledge each speaker in turn & all speakers are asked to stand to address the meeting.


Voting will be the raising of one hand

APOLOGIES
Are there any apologies?”


Are there any further apologies from the floor?


Will someone please move THAT THE APOLOGIES BE ACCEPTED?


Will someone please second that motion?


Those in favour?            Those against?  

I declare the motion carried / defeated

MINUTES
As our minutes are being circulated via E-mail, I presume that everyone has read them and ask if there are any corrections or additions to the Minutes from Meeting No ………


If not, I ask for a motion FROM SOMEONE THAT ATTENDED THAT MEETING “ THAT THE MINUTES FROM MEETING NO……… be   Ratified AS CIRCULATED BE TAKEN AS READ AND CONFIRMED”


Those in favour?               Those against?


I declare the motion (AS AMENED) carried/defeated

BUSINESS ARISING FROM THE MINUTES:


(defer all but minor points to General Business)

CORRESPONDENCE:
Correspondence lists of despatched Correspondence have been emailed and outlined. 


Can I have a motion  “ THAT THE INWARDS CORRESPONDENCE BE RECEIVED AND THE OUTWARDS CORRESPONCE BE ENDORSED?


Will someone second that motion?


Those in favour?                          Those against?


I declare the motion carried/ defeated

BUSINESS ARISING FROM CORRESPONDE:


Discuss items for action or leave for general business

TREASURERS REPORT:


Mr/Madam Treasurer will you please present your report, including accounts for payment 


Will the Treasurer please move “ THAT THE REPORT BE RECEIVED AN ACCOUNTS PASSED FOR PAYMENT?”


Is there any discussion, amendment or action to be taken from this report?


I call from a motion from the Treasurer that the report be adopted


All those in favour?………………………….Those against?


I declare the motion carried/defeated

Is there any other urgent business?

When completed announce:  I hereby declare the business session of meeting #.... closed

*********************************************Mini Business session stops here

REPORTS:(ask in advance who is presenting reports to save time)


( visiting dignitaries / District Officers)


President 

 


VPE


VPM


VPPR


Secretary



SAA




Are there any other reports?


(deal with them collectively or independently.


(Verbal reports are noted; written reports are received)


Will someone move “THAT THE REPORTS BE NOTED?”


Will someone second that motion


All those in favour?                  Those against?


I declare the motion carried/defeated

BUSINESS ARISING FROM REPORTS


Call for discussion, questions, amendments, action to be taken.


(SOME EXPLANATIONS MAY BE REQUIRED & SOME ACTIONS OR RECOMMENDATIONS MAY SEE REPORTS THAT CANNOT BE ENORSED OR ADOPTED, DEFER ISSUES TO GENERAL BUSINESS)


Will someone move THAT THE REPORTED ACTIONS BE ENDORSED & RECOMMENDATIONS BE ADOPTED


I call for a motion that the verbal reports be noted, written reports be received”


All those in favour?                   Those against?


I declare the motion carried/defeated

(May REPEAT for each report for each position, except for non club member dignitary who gave a report; or do these all in one motion as above)

ELECTIONS  

Elections for position having become vacant or at annual meetings should be handle at this stage. Unless otherwise stated in by-laws.

Elections are held at the first meeting in May
GENERAL BUSINESS:

Motions should be specific

Motions should commence with “That…..

Motions should be explained

Motions must be seconded

Motions must be discussed

Motions go in the format     AGAINST ( if no one against, go to vote)

SPEAKER AGAINST and so on

SPEAKER FOR

SECONDER MAY SPEAK OR RESERVE RIGHT TO SPEAK LATER

MOVER HAS RIGHT OF REPLY ………..THEN VOTE IS TAKEN.

Mister/Madam Secretary are there any Motions on Notice?
(from previous meetings or received by mail from members, deal with them)

· Call for any person who gave notice at the previous meeting to now move their motion

· Mister/Madam Secretary, please advise items deferred to General Business earlier in this meeting

(raise issue and have someone put it as a motion, deal with it accordingly)

· Unfinished business. Call for items that have been adjourned from the last meeting

· Are there any motions to be put?

Discussion should be permitted only if a motion is placed before the chair.

· Are there any announcements?

NOTICES OF MOTIONS

At this point members should give notice of their intention to move a motion for the next meeting.

Ask the Secretary to record any motion on notice

The next meeting of the (your club name) Toastmasters will take place at (Venue, time and date)

Are there any Apologies?

Ask Secretary to record them

CLOSE OF MEETING
Announce clearly “ There being no further business I declare the business session closed at ……………(time)

Alternative Business Meeting Script

“I declare the business session open.  

By the leave of the meeting I shall conduct the business session from the seated position.”

"Is there a quorum present?"

"Madam / Mr. Secretary, do you have any apologies? ...……………….. 

Are there any further apologies?"

"I ask for a motion that the apologies as stated be accepted”.

"Is there a seconder to the motion?"

"All those in favour of accepting the apologies, raise your right hand,………. against, ……………… the motion is carried / lost.”


"Madam / Mr. Secretary, does everyone have a copy of the minutes of the last meeting, ………………….  Are there any corrections or additions?"

"I ask for a motion that the minutes be accepted as a true and correct record.”

"Is there a seconder to the motion?"

"All those in favour of accepting the minutes, raise your right hand,………. against, ……………… the motion is carried / lost.”

"Is there any business arising from the minutes?"


"The secretary has provided everyone with a list of the correspondence, does anyone require clarification or any piece of correspondence read?"

“I ask for the Secretary to move a motion that the inwards correspondence be received and outwards be endorsed.”

"Is there a seconder to the motion?"

"All those in favour of accepting the motion, raise your right hand,………. against, ……………… the motion is carried / lost.”

"Is there any business arising from correspondence.”?


"I now call upon the President, then VPE, then VPM, then VPPR to give reports.

"I now call for the treasurer's report"

"Is there a seconder to the motion?"

"All those in favour of accepting the reports, raise your right hand,………. against, ……………… the motion is carried / lost.”

"Is there any business arising from the reports?"

"Are there any motions on notice?"

"Is there any general business?"

"That now concludes the business session.  Are there any notices of motion for next meeting? ...if not... 

I declare the Business Session closed at ...(time).”

“I now hand the control of the meeting to the Toastmaster”

PARLIAMENTARIAN


Time 2-3 minutes for an evaluation

Often the club president will handle the job of final authority regarding parliamentary procedure during business meetings at the club.  However, at the discretion of the club executive, a special person may be appointed to act as club Parliamentarian.  This position requires a person with reasonable experience in the workings of correct parliamentary procedure.  A reasonable understanding of ‘Rentons’ is suggested.  A person with this expertise may or may not be available from year to year, depending on membership.  Alternatively, a lesser-experienced club member aiming at furthering their knowledge may be included as Parliamentarian in the program during a meeting.  If during the current term such a person has been appointed or is acting in this capacity, or if such a member has been allocated this task on a program, the following would be some of their responsibilities.

BEFORE THE MEETING

· Confer with the Chairman of the evening as to their level of expertise and where they may need assistance during the meeting.  Review meeting procedure with the chairman if needed to ensure a smooth business session.
AT THE MEETING

Requirements

· To oversee the Parliamentary conduct of the business session of the meeting and make rulings as requested during the course of the meeting.

· If the business session is formal or is one that will contain complex motions and discussion, the Parliamentarian should sit next to or in close proximity to the Chairman.

· The Parliamentarian will have immediately available as a reference source, the ‘Guide for Meetings and Organisations’ by N.E. Renton.

· If required by the program, give an evaluation of the business session of the meeting.  This can be done either at the conclusion of the business session, just before the first break, prior to the general evaluator or as set by the evening’s program.

· The Parliamentarian will, as requested, present feedback to the Chairman, the Toastmaster, the President or any interested club member.

· The evaluation will include the following – 

(a) Timing of the segment – Was the session run to time or overtime?  Was a time extension asked for?

(b) Did the Chairman following correct meeting procedure?

(c) Did the Chairman establish if there was a quorum present?

(d) Was the chair correctly addressed?

(e) Were motions correctly put?   Was voting carried out correctly? 

(f) Was the decorum of the meeting correct?

These are some of the things the parliamentarian will look for.

· If the business session is evaluated, the evaluation is conducted from the lectern.

THE MOTION MASTER


Time 15 – 20 seconds

The Motion Master is responsible for putting a specific motion to the business section of the meeting during general business.  The business session is an important part of the meeting.  It is not only necessary for the efficient running of the club, but it is also an educational segment of the program that teaches correct parliamentary procedure.  Remember, ‘the understanding of correct use of parliamentary procedure will ultimately give you control over any meeting and will ensure your voice is heard.’

The motion to be put is either to be a serious motion or a frivolous motion.  If the motion is serious, it will have relevance to some aspect of the club.  For example – ‘that the starting time of the meeting should be 7.00 instead of 6.30 to allow more time for people to arrive’.  If the motion is frivolous, it is essentially irrelevant to the operation or well being of the club.  For example – ‘that the chairman must always wear a red hat when conducting the business session’.

Requirements

· Confer with the Chairman of the evening regarding the suitability of the motion to be put.  There may be a serious motion that is important to the club that needs to be put or the motion may be a frivolous one of your own choosing.

· Read ‘Rentons’ to ensure you understand how the meeting will run if you are not familiar with meeting procedure.

· The motion is intended to stimulate debate for and against.

· When the general business session is announced, raise your hand until you are recognised by the Chairman.  Once recognised, stand and say ‘Madam / Mr Chairman, my name is ……………’ then give a brief explanation about the motion you will put and why you wish to put this motion.  Then, ‘I therefore move that ……………………’ (state your motion).  You have now spoken to the motion.  You may not enter into the debate during the discussion over the motion.  The Chairman will require that the motion be in writing, so ensure that you have done this is readiness.
· When you give your explanation about the motion you will put, ensure that your arguments are clear concise and to the point.  They must contain all the facts as you see them to ensure that you are clearly understood.

· At the conclusion of discussion, you have the right of reply to the discussion. However remember that you may not introduce new material in that reply.
· Conduct your discussion from your seat.
TOASTMASTER

The primary duty of the Toastmaster is to ensure a well-run meeting and act as a genial host to smooth the transition between program participants.  It is your job to create an atmosphere of interest, expectation and receptivity.

BEFORE THE MEETING

· Confer with the VPE.  Is there a theme for the evening?  If not, you may wish to use a common theme for introductions.
· Contact program participants as required.  Remind them of their assignments and obtain information necessary for introductions.
· Collect speakers’ completed introduction forms.
· If any member is unable to fulfil an assignment, work with the VPE to arrange substitutions in advance.
AT THE MEETING

· Preside with sincerity, energy and decisiveness.  Take your audience on a pleasant journey and make them feel that all is going well.

· The Toastmaster conducts the program from the head table and stands whilst speaking.

· Ensure that all program participants are in attendance.  Encourage speakers to talk with their evaluators before the program begins.

· Refer to timing sheet/agenda and use it to make adjustments during the meeting if timing is not running to schedule.

· Call on timer after major segments for timing report.

· Keep the meeting running to schedule.  You have the authority to ask speakers who have exhausted their allotted time to immediately conclude their portion of the program.

· Follow the procedure outlined below –

· Offer a word of thanks to the chairman and accept the gavel when you are presented as Toastmaster.

· Say a few words about the nature of the forthcoming program to warm up the audience.  Discuss the theme of the evening.

· Explain the duties of each program segment when introducing the member conducting it.  You will include a description of the speech or segment objectives.  Announce each speech by title and speaker.

· Remain standing until the speaker has taken position and has recognised you, then sit down.  A nod or gesture of acknowledgment is sufficient to indicate a transfer of control.

· At the end of each presentation, lead the applause and offer a brief word of appreciation.  Your function in this step is to bridge the gap between presentations, maintaining the interest of the audience.  Repeat the two steps immediately above for each speaker.

· At the conclusion of the program, thank all speakers and return control of the meeting to the chairman.

TIMER

One of the lessons to be practiced in speech training is that of expressing a thought within a specific time interval.  The Timer is the member responsible for keeping track of time.  Each segment of the meeting is timed.

The Toastmaster may ask you to explain the duties of the timer, or give time reports.  When requested, you should communicate your reports clearly and concisely from the timer’s position.  

Requirements


BEFORE THE MEETING

· Ensure that the timing lights and stopwatch have been made available for the meeting.  If the club has visually impaired members, ensure that suitable equipment, in addition to the timing lights, is available to meet their needs.  A buzzer or bell may be most suitable.

· Familiarise yourself with the operations of the stopwatch and the timing lights.

· It is a good idea to have you own supply of timer sheets, however if you do not wish to use the timer’s report sheet, use the Agenda.

· Ensure that you know the timing procedure and time limits for each segment.  If in doubt, consult the Toastmaster or the VPE.  The following page shows the recommended time and light indications.

AT THE MEETING

· Throughout the program signal each program participant with the light or other device as befits the need (ie an audio signal for the visually impaired)

· Record the time(s) of each segment as per the Timer’s report sheet/Agenda.

· Present your reports when requested.

· Timing requests given throughout the program may be given from the Timer’s position, however a final report of the times should be given from the lectern.

· At each stage you are requested to give times, conclude your report with advice as to whether the meeting is on time or running behind schedule.

TIMING

SUGGESTED PROGRAM SEGMENT TIME LIMITS









LIGHTS






           GREEN             AMBER             RED
Warm-up Session – Bell is usually used in preference to lights

1-minute segments



30secs
   45secs
      1min

2-minute segments



  1min
     1min 30secs
      2mins

3-minute segments



  2mins     2min 30secs
      3mins

5-minute segments



  3mins
     4mins
      5mins

7-minute segments



  5mins
     6mins
      7mins

Segments of 5 minutes or longer should generally receive the green light at two minutes prior to the end of the time, amber at one minute before and the red on the allotted time, unless otherwise arranged with the speaker.

For speaking games (eg round robin etc) involving all present, the individual timing should be controlled by the segment organiser.  The Timer is responsible for the overall segment timing.

For the visually impaired, an audio signal will be required (eg a bell or a fork struck on a glass – one strike for green, two strikes for amber and three strikes for red.



INTRODUCING THE SPEAKER

OBJECTIVES OF THE INTRODUCTION are to

· Bring the speaker and audience together.

· Create a friendly and receptive atmosphere.

· Create a bond of common interest between speaker and audience

TIPS ON INTRODUCING THE SPEAKER

· Be Prepared with name, title, status, designations, qualifications, assignment.  Obtain written information sheet from speaker.

· Be Positive and Enthusiastic.  Make it clear that you are delighted to welcome and introduce the speaker and that you are looking forward to their contribution.
· Be Brief.  Focus attention on their subject.  Audience is there to hear the speaker.  Duration of the introduction will depend on the status of the speaker, length of address and the speaker’s own wishes.
· Be informed and informative.  Provide some of the highlights of the speaker’s background, experience and qualifications relevant to this address.  Identify the reasons for the audience’s interest in this address.
· Be Helpful.  Bridge the gap between what has been happening and what is about to happen.  Facilitate the transition.  Launch the speaker on a positive note and encourage rapport with speaker.
· Be Systematic.  Keep the speaker’s name until last.  Always enunciate clearly and audibly.  Pause briefly before announcing their name and THEN turn to speaker.  For example - …. and now, to speak to us on ……, please join me in welcoming to the lectern, tonight’s guest speaker …………’.
· Do not overdo the build-up.  Do not rely on others – check the facts personally.  Do not read the introduction.  Do not pre-empt the speaker’s subject.

· Avoid overworked cliches or well- worn platitudes.  Also avoid irrelevant or patronising humour.  Avoid attempts at oratory or insincere flattery.  Avoid personal asides to the speaker.

WHEN YOU ARE BEING INTRODUCED

· Be Ready.  If you are to be introduced, supply your own written information and then brace yourself for anything.
PREPARE TO SPEAK


The opportunity to speak before an audience is one of the wonderful privileges accorded to all toastmasters at various times throughout any meeting.  But like speaking itself, it is vitally important to follow correct meeting procedure when approaching the lectern prior to speaking.

Requirements

· Ensure that you have a current or correctly amended program before you throughout the evening.  It not only indicates what is happening, but also shows when you will be called upon to speak.

· Prior to your segment the Toastmaster is responsible for introducing you.  This is your lead in.  It serves two purposes.  Firstly, it warms up the audience to eagerly expect your imminent performance.  Secondly, it gives you time to move from your seat to the lectern.

· Be ready!  When you are being introduced, move decisively and quickly from your chair to the front of the room.  Stand to one side of the room.  The most appropriate place to stand is no further forward than the last table or row of seats.  Do not stand behind or near the lectern yet.  Wait for the Toastmaster to complete the introductory cue.

· On completion of the introductory cue, move confidently to your position at the lectern.

· With the introduction complete, the Toastmaster will remain standing and silent, awaiting your acknowledgment.  Looking directly at the Toastmaster, commence your speaking with the words ‘Mr / Madam Toastmaster”.  This procedure correctly allows you to take over control of the meeting from the Toastmaster.  Failure to carry out this procedure correctly will leave the Toastmaster standing.

· When you have concluded your segment and finished speaking, again, looking directly at the Toastmaster, finish with the words ‘Mr / Madam Toastmaster’.  This procedure correctly allows the Toastmaster to resume control of the meeting.

· Remember, if you are using audio visual material or props of any description, always have an assistant on hand to set things up for you.  Ensure that they know when, where and what you need.  Avoid setting props or equipment up yourself just prior to speaking.  It will detract from your presentation.

THE SPEAKER

MANUAL SPEECHES

Time:  Refer to VPE / Forward program

Prepared speeches are the highlight of every Toastmaster meeting.  It is by completing manual speeches that Toastmasters make their greatest gains in improving their communication ability.

Requirements

BEFORE THE MEETING

· Prepare and rehearse a speech (preferably with your mentor) to conform to the requirements of the next manual assignment.  Remember, the better the preparation, the greater the gain.  Always draw on your mentor’s expertise during the preparation and rehearsal.

· Advise the Toastmaster of the manual being used, the speech number, project requirements, time of speech and title.  Help the Toastmaster by providing a meaningful introduction of you by filling in the speaker’s information sheet, which will ‘set up’ this speech.

· Your manual must be given to the evaluator for their written evaluation.  Advice the evaluator of the speech number you will be presenting.  Discuss with your evaluator any areas that you are particularly working on so that you will get the feedback you require.

· If possible, ensure that your mentor is present during the presentation of your speech.  Your mentor will be monitoring your overall continuing progress more closely than the evaluators who evaluate your speech during the meetings.
AT THE MEETING

· Take the time to discuss the speech with your evaluator to enable him/her to express any thoughts that time did not allow in the oral evaluation during the program.

· After your evaluator has returned your manual, ensure the record or progress at the back of the manual is completed and signed by the Vice President Education.

· If the speech is a particularly important one, (ie for a speech contest) you may want an evaluation by more than one person.  For this purpose you can ask for a silent evaluation from your mentor or from any other very experienced club member.

AFTER THE MEETING

· Take time after the meeting to review your speech with your evaluator and your mentor.  Discuss the strengths and weaknesses of the speech and see what improvements are needed for your next presentation.
TOPIC MASTER

The Toastmaster organisation has a tradition – every member speaks at a meeting.  The Table Topic session is that portion of the evening, which ensure this tradition.  The purpose of this period is to have members ‘speak on their feet’ and speak for a minute or so.  The Topic Master prepares and presents the topics – originality is desirable as much as possible.

The Table Topic portion of the club meeting can be the liveliest and most enjoyable part of the meeting if it is handled correctly.

Requirements

BEFORE THE MEETING

· Check with the Toastmaster to find out if a theme meeting is scheduled.  If required, prepare topics that will fit in with the theme.  If no theme is scheduled, choose a wide selection of topics.  Review The Toastmaster magazine and other publications for ideas.  Do not repeat the previous weeks’ topic ideas or items.

· Find out who the prepared Speakers, Evaluators, General Evaluator and Toastmaster are so you can call on the other members first.  Only if there are small numbers in attendance or if time permits at the end of the Topics session, should you call on the program participants (speakers last).

· When choosing your questions or statements, select ones that will inspire the speaker to give their opinions or allow them to use their imagination, etc.  Don’t make the questions or statements too long or complicated.  Phrase them in such a way that the speaker will know exactly what you want them to talk about.  Keep your comments short.  Your job is to give others a chance to speak, not to give a series of mini-talks yourself.

· Remember that Table Topics have a two-fold purpose.  Firstly, to give those members present an opportunity to speak, especially members who are not on the program.  Secondly, to help people learn to ‘think and speak on their feet.’

· DO NOT choose topics that are too difficult.  Table Topics are not meant to ‘stump’ the speaker so that it is too difficult to answer, but more to encourage members to enjoy the experience of speaking in an impromptu situation.

· Prepare three extra copies of the topics you will use - one copy for each evaluator and one copy for the secretary.

AT THE MEETING

· When introduced, briefly state the purpose of the Table Topic session.

TABLE TOPIC MASTER  (CONT’D)


· Set the stage for your Topics program.  Keep your remarks brief but enthusiastic.  If the club has a ‘word of the day’, encourage speakers to use the word in their response.

· Keep the program rolling.  Be certain everyone understands the maximum time they have for their response and how the timing lights/device works (only if the Toastmaster has not already done so in his introduction of the Table Topic Master).

· State the question briefly, then give the speaker’s name.  This serves two purposes.  Firstly, it holds everyone’s attention.  Each person is thinking of a response should he or she be called on to speak.  Secondly, it adds to the value of the impromptu element by giving everyone an opportunity to improve his or her ‘better listening and thinking skills’.

· Call on speakers at random.  Avoid going around the room in the order in which people are sitting.  Give each participant a different question.  Don’t ask two people the same thing unless you ask each specifically to give the ‘pro’ or ‘con’ side.

· Watch your total time!  Check the printed agenda for the total time allocated to the Topics and adjust the number of questions to end your segment on time.  Even if your segment started late, try to end on time to avoid the entire meeting running overtime.

· Always ask guests in advance if they would like to participate in Table Topics, explaining that their participation is optional. NEVER EMBARRASS THEM.

· Always select speakers BEFORE the table topic session starts and not at random during the segment.  Table Topics should involve all those not scheduled to participate in other major parts of the program.  Again, AVOID the following: - Members presenting Manual Speeches, Table Topic Evaluators, Toastmaster or General Evaluator.  Ensure that you check program changes, which may affect who is responsible for carrying out the major segments.   If you are calling on the timer to speak to a topic, request another member to take over the timing of that topic.
· As Topic Master you will be seated at the top table to conduct this segment.
TOPIC  SPEAKER

Time:  2 mins

This segment is designed to help you learn to ‘think on your feet.’  Attitude is everything with how you tackle this assignment.  When you hear ‘the perfect topic’, your enthusiasm for the subject will obliterate any hesitation or fear you may have.  Remember, this is the time for you to take ownership of every question.  You are not on the witness stand and haven’t sworn to tell the whole truth and nothing but the truth, so let your imagination run riot.

 Requirements

· The topic master has addressed a question to you – Rise to your feet and proceed to the front.  Do this decisively and with confidence.  As you do not need the lectern for this segment, move it completely out of the way if it is in the speaking area.
· Commence by saying “Mr/Madam Topic Master………”
Formulate your response

· This is intended to be a mini speech.  It should have an opening, body and conclusion.

· An attention-grabbing opening will encourage the audience to listen.

· State your opinion on the subject

· Support your opinion and expand on it, letting your imagination loose.

· Address the subject but try not to repeat the question as this is often seen to be stalling.

· You may seek to entertain rather than inform.  Don’t be afraid to aim for laughter rather than enlightenment.

· Feel free to sidestep the normal question/answer process altogether.  Explore the ideas behind the question.  Twist one or more words from the question until you have a refreshing bit of nonsense with which to entertain.

· Draw on your own experience and knowledge.

· Don’t waste precious time and energy trying to figure out your best thought – grab one and develop it.

· Watch your time.  Two minutes can be a long time in the beginning, but when experienced, it will go very quickly.

WARM UP
Time:  8 – 10 mins

The purpose of this segment is to warm up or liven up the meeting and give everyone a chance to speak.  This exercise is easier than a Round Robin or Table topic and requires far less skill.  Visitors are encouraged to speak, but are allowed to pass if they feel unable to join in.

Requirements

· Choose a topic – something that is simple (eg  ‘My favourite sport’)

· Explain how the segment is to be run.

· Have an example ready to show what is required.

· Begin with the person on the right or left of you.  Preferably start with a member.  Allow a visitor an opportunity to see how the segment runs.  You can give them an opportunity to speak later if they wish.

· Allow 20 seconds for each speaker (30 seconds is the recommended time).  A bell is rung when the speaker’s time is up.  This is the indication for the next speaker to start.

· If a person is floundering, pass to the next person.  You are in charge.  The duty lies with you to keep the segment rolling and lively.

· Imagination and humour are to be encouraged.

· Whilst in some clubs this segment is conducted from the lectern, most clubs will remain in their seat.

The advantage of this exercise is that it is short, simple and everyone can participate.  

As in table topics, it is a mini speech, which should have an opening, a body and a conclusion.

ROUND ROBIN

Time: 8 - 10 minutes

The Round Robin is a short and fairly straightforward segment, which is intended to liven up the meeting.  Visitors will usually find this segment easy to participate in.

Requirements

· Briefly explain how the segment is to be run.

· Provide a short story or very brief build-up to the word that you will start the segment with.  Check to see if there is a theme for the evening or use the word for the evening.

· There is NO intention of a coherent flow or theme to a Round Robin and it may go in any direction the members choose.  This should be explained in the introduction.

· The speaking proceeds around the table, person by person, giving each person a change to speak.

· Each person will have a maximum of 20 or 30 seconds to speak.

· Each speaker’s topic will start with the LAST word uttered by the previous speaker (eg.  …suddenly the door …(STOP) … new speaker  ‘Doors are meant to be opening carefully…’).

· After you ring the bell (or call time or stop), repeat the last words said for the new speaker (ie ‘door’ and say the next speaker’s name).

· Most importantly, you are in charge.  Keep the segment moving.  Remember the speaker has a maximum of 30 seconds but if they seem lost or floundering, ring the bell a little sooner.

· Just remember that this is an impromptu segment, so relax, enjoy and go with the flow, but keep it flowing.

· Whilst some clubs will conduct this segment from the lectern, most clubs will remain in their seat. 

· Visitors are invited to participate but may say PASS if they do not wish to speak.

TRAVELLING TALE


Time: 6 to 10 Minutes

A Travelling Tale is different from a Round Robin in that it starts from a story rather than a word.  The intention of the segment is to weave the thread of the story line, in whatever direction it takes.  This segment is a little more complicated but is also intended to liven up the meeting.

Requirements

· Briefly explain how the segment is to be run.

· Build up a short but colourful story to start the segment with.  You may wish to include the theme of the evening or the word of the evening. 

· Explain to the members that the theme of the story for this segment should be followed.
· Start with a club member.  Visitors may not understand exactly what is required in the segment.  Avoid embarrassing them.  You can always come back to them later in the segment, after they have seen it operate.

· Move around the table, person by person, giving each person a chance to speak.

· Each person will have a maximum of 30 seconds to speak.

· Each speaker’s topic will carry on from the last word that was said by the previous speaker (eg. “suddenly the door ……” STOP – new speaker – “opened and there stood a little green man looking straight…”).  The story/theme should continue.

· After you call time or stop, repeat the last word said by the last speaker ie. door and say the next speaker’s name

· Most importantly, you are in charge.  Keep the segment moving.  Remember the speaker has a maximum of 30 seconds but if they seem lost or floundering, call the time a bit sooner.

· Just remember that this is an impromptu segment, so relax, enjoy and go with the flow, but keep it flowing.

· Remember that visitors are invited to participate but May say pass if they do not wish to speak.

FORTUNATELY/UNFORTUNATELY


Time 6 – 8 Minutes

This segment is like a Travelling Tale in that it should follow the theme of the topic.  It is a little more complicated than a Round Robin but is also intended to liven up the meeting. 

Requirements

· You ill need to divide the group into two sides.

· Fortunately (positive)

· Unfortunately (Negative)

· Decide the division of the two sides before your segment starts.  This will have to be done after the beginning of the meeting.  The segment will start with the unfortunately side first.  When choosing the starting side it is best to start the side with a club member closest to the end.  Remember that visitors may not understand exactly what is required.  Therefore, to avoid embarrassing a visitor, start with a club member. 

· Briefly explain how the segment is to be run.

· Introduce the segment by telling a brief story.  End the introduction with a “fortunately” statement.

For example:

· Cinderella is in tears.  Her three ugly sisters have gone to the ball and she wants to go.  She’s ready – she’s read the book.  The pumpkin and mice are nearby.  Suddenly there is a call from her fairy Godmother.  It seems however that she has tendonitis from excessive wand abuse.  Fortunately there is someone who can use the wand for her – Snow White

· Indicate to the unfortunately side that they are to continue the story, beginning with the word “unfortunately…”

· When the unfortunately speaker has told his brief story direct your attention to the next fortunately speaker, saying their name and the word “fortunately…”.

· Alternate back and forth between the two teams, until everyone around the table ahs had a chance to speak or the segment runs out of time.

· Remember that guests may pass if they don’t wish to participate in the activity.

· Have another topic ready to demonstrate how the segment is to be run.

· Keep the segment moving along.  If you notice that a person is lost for words or is floundering, call on the next team to continue.  Say the next speaker’s name and the word fortunately or unfortunately.  Allow each speaker a maximum time of 30 sends.

· Conduct this segment from the lectern.

IF ONLY


Time 3 – 5 Minutes

This is a simple and straightforward segment.  There is no theme, but imagination is to be encouraged.  Everyone may be invited to participate.  It is designed to liven up the meeting.

Requirements

· Briefly explain how the segment is to be run.

· Each speaker will start with the statement “If Only….” ie “If only I hadn’t finished that bottle of scotch last night – I wouldn’t have this headache now…”

· Have a good example of your own to get the segment rolling.

· Start the segment with a club member to give visitors the opportunity to see how it works.  Invite them to participate if they wish.

· Move around the table person by person giving each person a chance to speak.

· Each person will have a maximum of 20 seconds.

· After each person has spoken for his or her allocated time, call time or stop, then say the next speaker’s name so that the new speaker may continue.

· Remember that you are in charge.  Keep the segment moving.  If a speaker seems lost or is floundering, call time a bit sooner.

· This is an impromptu segment. So relax, enjoy and go with the flow. 

· Visitors may pass if they do not wish to speak.

· Conduct this segment from the lectern.

THE STRESS RELIEVER


Time 3 – 4 minutes

Although this segment could be treated seriously, it is to be stressed that a light hearted, creative, humorous approach will be more enjoyable for all present.  If this segment is well handled by more experienced Toastmasters it will provide an excellent impromptu demonstration, and can really liven up a meeting.  It is not recommended that visitors be invited to participate. 

Equipment required:  A solidly rolled up and taped newspaper.

Requirements

· Briefly explain how the segment is to be run.

· Choose the members you feel will give the most enjoyable participation before the start of the meeting.

· Start the segment with a statement venting your frustration about your own pet hate, striking the table frequently with the rolled up piece of newspaper ie.   I hate (strike) people who sit (strike) at traffic lights in the right hand lane  (strike) (strike) and don’t put their right indicator (strike) on until the light turns green (strike) and I can’t move because I am stuck behind them (strike) (strike).
· The paper stick is then passed or thrown to a club member who releases his own frustration, using the paper stick to strike the table, whilst shouting out their own pet hate.

· The segment is intended as a creative emotional impromptu.  It gives the member an opportunity to express their feelings.

· Remember – you are in charge!  Keep the segment rolling, if a speaker has difficulty, is floundering or gets carried away you may need to call time or stop a little sooner.

· Allow each speaker a maximum of 30 seconds to speak.

· Limit the segment to about six speakers.

· Conduct this segment from the lectern.



JOKEMASTER


Time 2 – 3 minutes

Prepare yourself to deliver a joke or humorous story.  It should be in good taste and preferably relate to the meeting theme, if there is one.  The joke segment can be used in the club in a competition form if the need arises.  In this way it will allow members the opportunity to see who is the master of the joke. 

The segment is an excellent short notice fill in for emergencies. 

Requirements

· To lighten up the evening

· To give a humorous break between speeches or evaluations

· To provide a smooth transition and to get the audience in a receptive mood after the break.

· You are not limited to just telling jokes.  Other options you may consider are

1. Humorous stories or anecdotes

2. Humorous poems

3. Humorous quotes

4. A short “tall tale”

· Check to see if there is a theme for the evening.  It might help you in selecting your item for the evening. 

· Conduct this segment from the lectern.

Although this segment is not necessarily a mini-speech segment, do take time to practice and prepare your item.  Then just relax and enjoy telling your joke or story.  The audience is sure to roar with laughter.

Optional way of handling segment

When the joke segment is used in competition format you may want to score a winner.  Have available three sets of cards available about 300mm by 300mm with large numbers marked on them.   Numbering should be from 1….to …..10, on each set. 

· Ask three of the club visitors to score the jokes for the club.  They will enjoy the involvement.  Have a member sitting next to the visitor ready to lend a hand if needed.

· Instruct the visitors to score each joke at its conclusions by holding up one of the cards with a number that will correspond with how good or bad they thought the joke was.

· Tally each round to give every contestant a score.  The highest score at the conclusion is declared the winner. 

REVIEW TIME


Time 2 – 4 minutes

This segment is an opportunity for you to express your feelings, opinions or point of view on the item you are reviewing.  You are encouraged to explain why this item is, or is not, moving or inspiring.  Share with the audience the special feelings the piece has evoked for you.

Requirements

· You have the choice of what you would like to review.  Any of the following, or a choice of your own is appropriate.


1. A book

2. Magazine article

3. Movie

4. Record, tape or piece of music

5. Article from a newspaper

6. A restaurant

7. A fine wine

· Use this segment as another opportunity to build a mini-speech with an opening, body and conclusion.

· Bring the review alive!  Make the audience want to race out and read, see or want to partake of the item you are reviewing.

· Bring the book, article, music or fine wine along with you.  Take the opportunity to work with audio visual aids. 

· Conduct this segment from the lectern.

· Check to see if there is a theme for the evening and try to fit the review topic to the theme. 

TONIC/POEM


Time 2 – 3 Minutes

The Tonic/Poem segment is designed as a pick me up/inspirational segment.  It gives you the opportunity to present something that has significantly touched or inspired you.

The segment is intended to provide an opportunity to share real depth of feeling or emotion in a positive way.

Requirements

· You have a choice of what you would like to present.  Any of the following, or a choice of your own is appropriate.

1. A poem

2. A passage from a book, magazine etc.

3. A piece of music

4. A film etc.

5. A personal life experience.

· Use the segment as another opportunity to build a mini speech, with an opening, body and conclusion.

· Put feeling into it.  Inspire the audience and convey to them the depth of feeling it evoked in you.

· You may need to read a part of the article, poem or passage.  If so, here is an opportunity for you to practice a delivery that includes reading and speaking, as well as normal presentation skills, in one segment.

· Check to see if there is a theme for the evening and, if appropriate, try to fit this into the presentation.

· Conduct this segment from the lectern.


QUOTEMASTER


Time 2 –3 Minutes

This segment is an opportunity to share with the rest of the members, a special piece of literature, in the form of a quotation, that has special meaning for you.  The segment is different from the Tonic/Poem segment in that the quote should be given from memory if possible.  Your further thoughts may then be used to expand the segment.

Requirements

BEFORE THE MEETING

· Select a meaningful quotation that stands on its own and requires no explanation to make it understood.

· Memorise the quotation if possible.  If you require notes, ensure you are familiar enough with the quote to enable eye contact when you speak.

AT THE MEETING

· The origin of the quotation should be given before its delivery.  Also state why you think the quotation is of value to the audience.  Build the suspense – make the audience expectant of your delivery.

· Deliver the quotation.

· Summarise and conclude your segment.

· Although this is a short segment, it is to be treated as a prepared speaking assignment, or a mini speech.  There is to be an opening, a body and a conclusion.

· Conduct this segment from the lectern.

THE COMMENT


Time 2 – 3 Minutes

The comment is an opportunity for you to climb on to your soapbox and “tell it like it is”.  If you have a hobbyhorse or a strong point of view on a subject, now is your chance to have your say.

When you walk away, at the conclusion of your segment, leave the audience feeling like they have been “moved”, in no uncertain terms.

Requirements

· Pick a topic for presentation that is in keeping with the decorum of the meeting.  The subject matter is as unlimited as your imagination, but confirm its suitability for the program with the VPE.

· When you present your comment, do the following:
1. Set the stage

2. Build the enthusiasm

3. Motivate your audience.

· Remember that your presentation must be a mini-speech.  It must have an opening, a body and a conclusion.

· Conduct this segment from the lectern.

RAFFLE SPEECH


Time 2 – 3 Minutes

This segment is an opportunity to perfect your sales pitch.  If it is intended as a fund raising exercise, all the more important to entice your audience to enter the draw.

The segment is always presented before the break.  You will be required to be available at the break to promote ticket sales. 

Requirements

BEFORE THE MEETING

· Purchase a prize of your choice to a maximum value of $10.  Take up the challenge to make the prize one you would like to own yourself and still keep the cost as low as you can.

· Check to see if there is a theme for the evening as you may wish to purchase an item to fit in with the theme, i.e. Easter Eggs for Easter, a tape or record for the Musical Night, a mystery novel for Halloween etc.

· Check with the Treasurer to ensure that the Club has raffle tickets.  Please collect them from the Treasurer before the meeting.

· Tickets are usually $1 each, three (3) for $2 or nine (9) for $5.  This may vary in accordance with the raffle. 

· Check with the Treasurer to ensure that you have sufficient float to conduct financial transactions during ticket sales.

AT THE MEETING
· The segment is to be treated as a mini speech.  It must have an opening, a body and a conclusion, all aimed at motivating the audience to BUY, BUY, BUY!

· Use your imagination and be as creative as you like to enhance the suspense.

· Conduct this segment from the lectern.

· Let your audience know where you will be during the break for ticket sales.  Be conspicuously available.

· Remember that the raffle must be drawn at the close of the meeting.

AFTER THE MEETING

· Give the treasurer a receipt for the prize so that you can be reimbursed (value not to exceed $10) from the proceeds of the ticket sales.  The club receives the remaining funds.  Some members choose to donate the raffle prize.

· Confer with the Treasurer to ensure that all monetary transactions are correct.

CELEBRITY INTERVIEW


Time 3 – 5 minutes

This segment is intended to be entertaining and is designed to allow two toastmasters the opportunity to work together as a team.  You will share the responsibility of arranging the theme for the interview with the VPE.  This is one of the more complex toastmaster assignments.  It presents a challenge for both participants to use the broad range of skills, learned in previous assignments.

Requirements

· Interview (i.e. the person being interviewed) has the choice of subject.

· Interviewer.  It is the responsibility of the interviewer to do the following:
· Create an interesting interview while addressing the general theme of your chosen subject.

· Practice listening skills.  The ability to listen and use information creatively will not only add professionalism but also add sparkle to the presentation.

· Consider your theme carefully.  Ask interesting and appropriate questions that are in keeping with the mood of the assignment.

· Consider your audience.  Work with the types of questions they would like to have asked. 

· The interviewee may be interviewed in a variety of ways.  Some of the possibilities to consider are:
· As themselves

· In character of the interviewee’s choice.

· Both participants share the responsibility to make the interview segment interesting and entertaining.
· After deciding on a theme, the interviewer and interviewee must prepare their material but are not to rehearse their roles for the interview.
· It is recommended that the interview be carried out in character.  Props or costume will enhance the segment.
· The interview is to be treated as an impromptu speaking assignment.
· Conduct this segment from the front of the room.  You may need to move the lectern.
DICTIONARY


Time 10 – 12 minutes.

Requirements
BEFORE THE MEETING

· Choose at least six words from the dictionary. Select words that are not in common everyday use but don’t select words that are so obscure as to never have been heard or seen in print in recent times. If there is a theme for the evening, try to find some interesting, uncommonly used words to fit the theme.

· One aim of this segment is to stretch our imagination as well as to increase our vocabulary.  Look for words “that sound interesting” or lend themselves to a pun or “play on the sound” of the word.

· You may need to create several humorous definitions of your own that can be surreptitiously inserted for reading out if member’s responses are all too serious.

· Have several small slips of paper ready to hand to each person.  Also have a few extra pens or pencils handy to ensure that everyone will be able to join in the fun.
AT THE MEETING

· Read a word out and ask everyone to write down a definition for the word.  These can be humorous or the actual meaning.  Collect 5 or 6 slips of paper with definitions from the audience.

· If the audience written response is both serious and humorous, pick out both the closest definition to the word and the most outrageous.  For each word, you will want to read 3 or 4 definitions out loud, to the audience.  Give a balance of both seriousness and humour. 

· Keep the segment flowing and fun.  It may be necessary to insert a couple of humorous definitions of your own, previously obtained when you prepared for the segment.   If you need to use your own definitions ensure that this is not too obvious to your audience. 

· To warm up the audience and give them a demonstration, have two extra words ready for practice.  This gives everyone an opportunity to have a trial run before actually doling the segment. 

· After all the definitions are read out, read out the correct definition.  Ask for a show of hands as to how many had written the correct definition.

· Conduct this segment from the lectern.

Optional way of handling segment.

· Only those with the correct answer continue in the contest on the next word.  Although everyone should continue contributing suggested definitions.  This ensures it remains a fun segment. 

· Continue giving a word and collecting slips until only one or two people are left in the game.  Then, if you wish, you can declare a winner.

GRAMMARIAN


Time 2 – 3 Minutes

The Grammarian is intended to be an educational segment.  It is divided into two parts.  As the Grammarian you will introduce the word for the evening.  This part is conducted at the beginning of the meeting.  In the second part of the segment near the end of the meeting you will report on grammar and word usages throughout the meeting as well as reporting on who used the word of the evening.  Use your imagination and creativity to help make the segment enjoyable as well as educational. 

Requirements

You are present to point out-obvious and not-so-obvious mistakes in word usage, grammar and pronunciation and to present the word for the evening. 

BEFORE THE MEETING

· The “word of the night” that you are going to present is intended to help members build their vocabularies.  The word chosen will be one that will have value to members.  Avoid choosing a ridiculously obscure word.

· Write the word in large easily readable letter on a sheet of paper or card that is 400mm to 500mm long.
AT THE MEETING:   At the beginning of the program.

· Explain the word, including proper pronunciation, definition, spelling and use.  Give a demonstration of how the word is used in a sentence or more than one sentence if necessary.  Members must use this word during the meeting.

· Affix the card with the word printed on it to the front of the lectern during the segment.
AT THE MEETING:   At the end of the program.

· Listen carefully and report on the following:

· Word use and misuse, clichés etc

· Pronunciation

· Sentence construction and grammar
· Include points for improvement and examples of excellence.
· Report on use of the word of the meeting.

· Use the Grammarian form to organise your report and to assist you in remembering what to pay special attention to in the course of the meeting.
· Remember, although this is a short segment, it is prepared during the course of the evening.  You must work quickly, in a concise manner.

· Conduct this segment from the lectern.

LISTENING CRITIC


Time 2 – 4 minutes.

The Listening Critic’s role is to remind members that the responsibility of a toastmaster is not only to present segments and participate to the best of their ability, but equally important, they must also listen to what has been said by others, 

Requirements

· During the course of the evening you will need to take notes and formulate questions based on specific points of other members participation ie.,

· “In Pete’s speech, where did he say he wanted to go for his much needed holiday?”

- or -

· “During Jan’s table topic, she used three words to describe her day.  What were they?”

· Prepare at least ten to fifteen questions.

· Explain to members how the segment is to be run.

· Conduct this segment from the lectern.  Resist the temptation to walk around the room, addressing individuals. 

· Ensure that you have an up to date membership list.  A list is available from the VPM.  It will assist you in remembering the names of those present, when you ask your questions. 

· Always aim to ask questions of those members who may not otherwise have appeared ion the program.

· Never embarrass visitors or guests, always give them the option of passing without a fine, if they are included in the list of those questioned. 

· Remember this is to be a light-hearted fun segment, so keep up the tempo, and keep it rolling.


GRUNTMASTER


Time 1 – 2 minutes

The role of the Gruntmaster, sometimes called the Uhms and Ahs counter, is to pay special attention to the speaking of each and every member.  The inexperienced member, and even the experienced ones, in times of speaking stress or lapse of memory may resort, usually unconsciously, to the vocalised pause.  It is your job to record the number of these pauses made by every member during the meeting.

Remember that this segment is intended to be educational.  It is designed to assist the member to overcome the vocalised pause.  The Uhm and Ah can be very annoying to the listener during a speech.  An important part of each member’s progress is to eliminate his or her bad habits.

Requirements

· Sit in a position where you have and unobstructed view of all the members present at the meeting.  You need to be able to see who is speaking. 

· Have an up to date membership list and the evening’s program handy to help you keep track of who is speaking.  Ensure you have your photocopied Gruntmasters Record Sheet for recording names and responses

· List the number of every Uhm, Ah, Err, Awkward stumble or Extended Pause throughout the evening by every member. 

· Avoid including or embarrassing visitors or guests in your report.  Always be tactful and diplomatic when handling this segment.  A good light-hearted sense of humour on your part will help this segment go well.

· Conduct this segment from the lectern.

ACCEPTING AN AWARD


Time 30 seconds

When you are going to accept an award, seriously ask yourself if “thank you” is enough.  In many cases it is.  However, there will be some occasions where you feel it is appropriate to say a few words.

Requirements

The following is a very simple four-step formula to help you to do a commendable job of making an acceptance speech when “thank you” is not enough.

· One sentence:  Express your sincere gratitude.

· Two or three sentences:  Acknowledge and show appreciation to contributors.

· One or two sentences:  What will you do with the award?

· Two words:  Thank you.

You will of course, have to tailor your speech for your specific occasion.  By following this outline, your response will always be appropriate to that occasion.

Never exceed thirty seconds when you give this speech.  This time limit and formula will allow you to be extremely effective with the right choice of words.

Always keep it genuine, simple and as short as possible. 

THE TOAST


Time 30 Sec – 2 minutes.

There will be times at almost any meeting where food and drink are consumed, that a Toast may be called for.  The reason for the Toast will vary but usually it will be used to honour a person.  It can also be used to honour a thing such as an organisation.

At a Toastmasters meeting the Toast will usually be a part of the scheduled program and conducted as a regular segment.  However, a special situation may arise when the Toast is impromptu.

Requirements

· As with all speeches there will be an opening, a body and a close.  The opening will explain why the Toast.  The body will expand on and support the reason for the Toast.  The conclusion will be the salutation.

· The Toast will require that a glass of beverage be at hand for every member of the meeting.  It is customary to Toast with a suitable wine or champagne.  However, for those who do not drink alcoholic beverages a glass of water will be suitable. 

· At the beginning of your speech you may need to remind members and guests that they require a glass of beverage.  This may be accomplished by saying “Ladies and Gentlemen, please charge your glasses in preparation for drinking a Toast”.  Alternatively, arrangements may be made before the toast to have waiters fill the glasses.

· When you propose the toast, your format will vary.  It will depend on whether the person receiving the toast is present or not.  If the person is present, be sure to include the persons name in your introductory remarks.  This will ensure that the recipient is aware of the Toast and does not rise. 

· At the conclusion of your speech you will call upon all present to rise.  For example, “I would ask you all to stand, raise your glasses and join me in a Toast to …….”.  The audience should then respond in unison “to ……”.  If that person is present, glasses will be gestured toward the recipient. 

· This segment, if part of the planned program is conducted from the lectern.  However, if it is impromptu then you may rise at your seat and conduct the segment from there.

· Keep the segment short and simple.
THE VOTE OF THANKS


Time 30 Sec – 1 Minute

Although a vote of thanks is usually given impromptu, it may be useful to have a prepared outline, which can be annotated as the recipient is speaking.  Impressions and points can be noted briefly and then incorporated in the speech, which supports the vote of thanks.  Examples of headings might be: speaker’s warmth and sincerity, relevance of experience or illustrations, speaker’s special expertise or experience, humorous anecdotes.  It is not necessary, of course, to comment under all of these headings. 

Requirements

· Be Informed, make sure that you have the speaker’s name and any title or designation (Doctor, Professor) correct.

· Be Brief, your remarks should be brief, say one minute (ten lines or one hundred words), unless the speaker is distinguished or had delivered a speech of special importance. 

· Be Relevant, your remarks should be directly relevant to the speaker’s performance and purpose.  Do not introduce extraneous matters or irrelevant issues. 

· Be Courteous, do not attempt to amplify, compliment or precis the speaker’s remarks.  It may, however, be relevant to highlight or emphasise the appropriateness of the speaker’s theme or a particular point made.

· Be Sincere, avoid flowery language or obvious flattery.  A sincere expression of thanks and appreciation will suffice.   If appropriate, eg., to someone known to be heavily committed or who has travelled far, thank the speaker for their time and effort.

· Be Appropriate, conduct the vote of thanks from the lectern or from the table.  The formality of the meeting or the importance of the situation will dictate the location.


TABLE TOPIC EVALUATOR


Time – 1 minute per person

The role of the Table Topic Evaluator(s) is to evaluate the speakers participating in the table topic session.  This is accomplished by making brief comments on how the mini speech was presented.  Conduct the evaluation from the lectern.

Requirements

· While speakers are delivering their table topic response, make brief notes that will summarise your reactions to their speech.  Consider the following, remembering that your should devote only 30 seconds to each speaker during your evaluation:

-  Was the question answered?

-  Was an opinion given?

-  Did the speaker address the topic?

-  Were you convinced and impressed?

-  Was the speech well organised, with an opening, body and a close?

-  Effective use of:

Vocal variety

Voice projection

Eye contact

Language and Grammar

Enthusiasm

Gestures

· Often, your evaluation can compliment the instructions the Topic Master gives in the introduction to the session.  For instance, if the Topic Master indicates that speakers should make use of this speaking opportunity to practice their body language, the evaluation should concentrate on that aspect.  Therefore, by narrowing the scope of your evaluation, you could make your comments much more effective, ie.,

-  Give specific examples of good use of the above criteria.

-  Show where the speaker could have improved

 -  Give an example on how to make this improvement a reality.

· Avoid repeating the entire topic.  This takes up valuable time and adds nothing to your evaluation.  Keep it short.

· Remember the “Big Mac” approach to evaluations:  the meat of the evaluation (the constructive comments) should be cushioned on both sides by the bun (the compliments).

· Another approach to use is the 3 “S”’s, ie., Support comments, Suggestions for improvement and Summary.

· Always find something positive to say about each speaker and remember, always end the evaluation on a positive note. 

· Do not comment on the overall presentation of the table topic session.  This will be commented on by the General Evaluator.

· The Table Topic Master is responsible for providing you with a copy of the topics to be used.  Contact them prior to the meeting. 

· A work sheet has been developed specifically for table topic evaluation.  This will assist you in the process of recording your thoughts while observing. 
TABLE TOPIC EVALUATOR  (continued)

Working with another evaluator as a team.  It should be noted that (your club name) work with Method (a) only.

Some programs may require you to work with a co-evaluator.  When working with a co-evaluator, sit with this person during the evening.  This will ensure a smoother running presentation.  Decide whether you will: (a) evaluate each speaker alternately, or (b) both evaluate the same speaker, each looking at different aspects.  

· Decide who will start the evaluation segment.

· For each new speaker evaluated:

· State the speaker’s name.

· Re-state the topic given in one or two words only.

· First address your co-evaluator and then address the whole audience.  Keep everyone involved and included.  Avoid looking and addressing only the person you are evaluating.

Evaluation Method (a)

· The first evaluation system is an odds/even break-up.  Here, each speaker carries out the entire evaluation on alternate table topic speakers.  Remember, it is important to co-ordinate with your co-evaluator to ensure a polished presentation. 

Evaluation Method (b)

· The second evaluation system has both evaluators evaluating each speaker.  But each evaluator will look at different aspects of the same speaker’s presentation.

FOR EXAMPLE

· Evaluator one gives the speaker’s name and outlines the speaker’s topic.  Evaluator one makes several points on speech content and organisation.  They then make a verbal transition to evaluator two.  Evaluator two continues the evaluation, concentrating on body language and voice projection.  (The items covered here are examples only.  You may choose other points for evaluation).

· Once evaluator two completes the evaluation of the first table topic speaker, evaluator two takes the lead by beginning the evaluation of the second table topic speaker.  They give the speaker’s name and outline the second speaker’s topic.  Evaluator two completes the evaluation covering body language and voice projection.  On completion of their evaluation segment, they make a verbal transition to evaluator one, who will then give an evaluation on speech content and organisation.   Evaluator one then continues by beginning the evaluation of the third table topic speaker etc.

Diagrammatically:-
Speaker 1.

Speaker 2.

Speaker 3.




1st Evaluator




2nd Evaluator ---------
2nd Evaluator







1st Evaluator -----------
1st Evaluator










2nd Evaluator
SPEECH EVALUATOR


Time 2 – 3 Minutes

Speech evaluation is an art, and a very important part of a Toastmasters meeting.  Don’t let this intimidate you – no matter how much experience you have (or don’t have) as a Toastmaster, you still have the ability to listen and provide feedback on your perception of the speaker.  An evaluation is one person’s opinion -  Your opinion.
Requirements

BEFORE THE MEETING

· Contact the speaker and discuss the speech project.  Study the C & L Manual (or Advanced Manual the speech is from) to familiarise yourself with the requirements of the speech.  Make sure your manual is the same as the Manual being used by the person you are evaluating.  

· Refer to the evaluation sheets to assist you to look for the speech’s appropriate points. 

AT THE MEETING

· Remember that your purpose is to help the speaker improve his or her speaking skills.  Present this with empathy and sensitivity.  Evaluation is a positive experience designed to help people overcome weak habits and add power to good ones. 
· The evaluation is to be limited to three minutes.  Use your time wisely.  Present the most important points to help the speaker improve the speech.

Remember:

· Don’t summarise the speech

· Don’t evaluate the subject matter

· Don’t belabour a point

· Don’t criticise

· Always be positive with your suggestions for improvement.  Use the ‘Big Mac’ approach.

· The evaluation is part of the educational program and benefits both the audience and the speaker.  Especially when good points and recommendations are supported with reasons and illustrations. 

· Conduct this segment from the lectern.  Remember, this is a speech to an audience, so avoid speaking directly to the person you are evaluating.  If you need to address them personally to make a point, do so sparingly.  Refer to them as “the speaker”.

· Part of the evaluation is written.  Ensure that you have obtained the speaker’s manual before the meeting starts.  Write your report in the written evaluation section of the manual.  Keep it brief and to the point.  If the speaker has requested additional information, supply this on a separate sheet.

This segment must be read in conjunction with “Effective Speech Evaluation” in the member’s kit.

GENERAL EVALUATOR


Time 12 – 15 minutes.

The General Evaluator is just what the name implies – an evaluator of anything and everything that takes place throughout the meeting.  The responsibility is large, but so are the rewards.  You have the final word on how the meeting was run.  Methods for conducting the evaluation sessions are limitless.  Review the Effective Speech Evaluation manual for ideas.

BEFORE THE MEETING

· Check with the Toastmaster to find out how the program will be conducted and if there are any planned deviations from the usual meeting format.  Always be ready when the meeting starts.

· Prepare a brief introduction to your segment on the purpose, techniques and benefits of evaluation.  Emphasise that as evaluators you are not critics.  Criticism is negative.  Evaluation is a positive experience designed to help people overcome weak habits and add power to good ones. 
AT THE MEETING

· Sit where you will have full view of meeting proceedings. 

· Take notes on everything that happens, (or does not that should).  For example:  Is the club’s property (trophies, banners, educational material etc) properly displayed?  If not, why?  Were there unnecessary distractions that could have been avoided?  Did the meeting, and each segment, begin and end on time?

· Cover each participant on the program – from the opening welcome to the last report by the Timer.  Look for good and unacceptable examples of preparation, organisation, delivery, enthusiasm, observation and general performance of duties.  But remember, you are not to re-evaluate the speakers, though you may wish to add something important, that their evaluator may have missed.

· If the Toastmaster has failed to call for the Timer’s report this must be asked for.

· In short you must evaluate every segment that has not already been evaluated.  Comment on the quality of evaluations.  Were they positive and helpful?  Did they point the way to improvement?

· This is a long segment and it is important to plan your time so that you cover every segment without going over your allocated time.  It is a speech, and must have an opening, a body and a close. 

· Wrap up your segment by giving your personal evaluation of the feeling of the meeting.  Was it warm and friendly or did it run on a bit too long?  Be honest!

DEBATING FOR TOASTMASTERS


Time – Refer to VPE

A debate is a disputation about points of view between two teams.  The object of the dispute is to establish the superiority of one point of view over another.  There are usually three speakers to each team.  One team is known as the “affirmative” team and the other as the “negative”  team.

The Affirmative team challenges the negative team by supporting the proposition suggested by the debate subject: for example, “That Australia should be a republic”.

The Negative team accepts the Affirmative challenge by rejecting the affirmative team’s proposition.  They must then establish a variation of the proposition within a negative framework: for example “That Australia should not be a republic”.



DEBATING FOR TOASTMASTERS (cont’d)



Debating develops listening, thinking and speaking skills.



SECTION 3


MASTERS FOR PHOTOCOPY 
The following are forms that can be used to assist you in various assignments.   It is recommended that you make approximately 10 copies of each form so that you have them to use when called upon to present each assignment.  We have included a variety of evaluation forms so that you can vary your evaluation style until you find the one that suits you best.


ALTERNATIVES TO THE WORD

GOOD

ABLE





MORAL

ACCOMPLISHED



NOBLE

ADVANTAGEOUS



OBEDIENT

AGREEABLE




PLEASANT

BENEFICIAL




POLITE

BLAMELESS




PROFICIENT

CAPABLE




RELIABLE
CLEAR





RESPECTABLE

CLEVER





SAFE

COMPETENT




SATISFACTORY

DECENT





SKILLED

DELIGHTFUL




SOUND

ENJOYABLE




SUNNY

EXCELLENT




SUPERIOR

EXPERT





TALENTED

FAIR





TRUSTWORTHY

FINE





UPRIGHT

FIRST CLASS




USEFUL

FIRST RATE




VIRTUOUS

HELPFUL




WELL BROUGHT UP

HIGH QUALITY



WELL BEHAVED

LOVELY





WELL MANNERED

MILD





WORTHY


GRAMMARIAN REPORT

By: _____________________________________

Date: ________________________

Word of the Day: ______________________________________________________________

Toastmaster


Error In

Suggested Way to Improve

GRAMMAR

PRONUNCIATION

WORD USAGE

WORD OF THE DAY USED BY
LISTENING  CRITIC

The Listening Critic should write down various questions as the meeting proceeds, in order to test our listening skills towards the end of the meeting.  Some examples of questions could be:

· What was the title of xxxxx’s speech?

· Where did xxxxx say he went last weekend?

· What sport did xxxxx say was his favourite?

The question should always be asked first, then choose the person to answer.  This ensures that EVERYONE listens to the question.  A sample listing critic’s report sheet is below.

	QUESTION
	WHO SAID

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	

	15.
	

	16.
	

	17.
	

	18.
	

	19.
	

	20.
	


GRUNTMASTERS RECORD SHEET

	       MEMBERS
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ums
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ahs
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Failing to

Address the

Chair
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Saying ‘Thank You’
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Failing to 

Stand Up when Speaking
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Mistakes
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


TIMEKEEPING SHEET

Meeting Date _________________________________ Meeting No _____________________

Start Time: ___________________________________ Finish Time: _____________________

Segment
Name
Time

1. Business Session __________________________________________________________

2.  _____ __________________________________________________________________________

3. ________________________________________________________________________________

4. Table Topics   _________________________________________________________________


Name


Time
1. ________________________________________________________________________

2. ________________________________________________________________________

3. ________________________________________________________________________

4. ________________________________________________________________________

5. ________________________________________________________________________

6. ________________________________________________________________________

Timekeeper to present time report.

5. ________________________________________________________________________________

6. ________________________________________________________________________________

7. ________________________________________________________________________________

8. ________________________________________________________________________________

Timekeeper to present time report.

Break
                              Start __________________   Finish _______________________

1. _______________________________________________________________________________

2. _______________________________________________________________________________

3. _______________________________________________________________________________

4. _______________________________________________________________________________

5. _______________________________________________________________________________

Time Keeper to present time report

The TIME REPORT is also given at the request of the Toastmaster

SPEECH EVALUATION SHEET

GOALS FOR THE SPEAKER:  Control nervousness, speak with conviction and sincerity, organise your talk, use body language, employ vocal variety and select the right words for communicating the message.

RATING SCHEME: 



5
EXCELLENT


4
ABOVE AVERAGE (for speaker’s level of experience)



3
SATISFACTORY


2
SHOULD IMPROVE


1
MUST IMPROVE (requires immediate attention)

SPEAKER: _______________________________ TIME OF SPEECH: __________

Category
        Rating



Comments

SPEECH VALUE
1
2
3
4
5

(Interesting, meaningful)

PREPARATION
1
2
3
4
5

(Research, rehearsal)

MANNER
1
2
3
4
5


(Direct, confident)

ORGANISATION
1
2
3
4
5

(Purposeful, clear)

OPENING
1
2
3
4
5

(Attention-getting, led to topic)

BODY OF SPEECH
1
2
3
4
5

(Logical flow, ideas supported

   by facts/examples)

CONCLUSION
1
2
3
4
5

(Effective, climatic)

BODY LANGUAGE
1
2
3
4
5

(Natural, purposeful)

VOCAL QUALITY
1
2
3
4
5

(Varied, pleasant)

LANGUAGE
1
2
3
4
5

(Appropriate for topic & audience)

VISUAL AIDS (if used)
1
2
3
4
5

(Simple, visible, easy to understand)

EVALUATOR: ________________________________  DATE: ______________

SPEECH EVALUATION SHEET

	WHAT YOU OBSERVED
	SUGGESTION / REASONS / EXAMPLES


	A SPEECH CONTENT

1.     Positive
organised

audience appropriateness

achieved objective

researched

2. Detracting 
off the mark

unstructured

unsuited to audience

missed objectives

unsubstantiated
	


	B SPEECH PREPARATION

1.    Extensive

clear meaning

concise points

correct structure

rehearsed

well timed

2.   Detracting
insufficient

obscure

clouded

lacking structure

requires rehearsal

timing off
	


	C PRESENTATION

1.   Positive

dynamic forceful

persuasive

memorable

2.   Detracting 

low key

aggressive

unconvincing

forgettable
	


SPEECH EVALUATION SHEET (CONT’D)
	D GESTURES (FACE – HANDS – BODY)

1.   Positive

gave life to speech

helped hold audience attention

appropriate / relevant

emphatic / dramatic

descriptive

spontaneous

animated
2.   Detracting

forced

repetitive

restricted / stiff / inhibited

stereotyped
	


	E  EYE CONTACT

1.    Positive

inclusive of everyone

looked for audience reaction

direct

steady / sustained

compelling / assertive

effective

2.    Detracting

random

fleeting

broken
	


	F  NOTES

1.   Positive

Used effectively / unobtrusively

2.   Detracting

Notes formed barrier to the audience

· over reliance

        -     bulky / hard to manage
	


	G  VISUAL AIDS

1.    Positive

clarified point

enhanced speech

bold imaginative
2.    Detracting

difficult to see

speaker turned away from audience

while speaking in order to point to

exhibit illustration was not useful to speech content
	


SPEECH EVALUATION SHEET (CONT’D)
	H  VOICE

1.    Rate  
deliberate

leisurely

variable

slow / rapid / appropriate
2.    Pitch

natural / high / low

3.    Volume

soft / audible / weak

appropriate
4.    Modulation

inflection (change from one scale to another)

5.    Enunciation

clear

indistinct
6.    Pronunciation

correct

flawed
	


	I   VOCABULARY

1.    Positive

words and phrases within

comprehension of audience

give meaning to speech
2.   Detracting

over-used words and phrases

slang

cliches
	


	J  GRAMMAR

1.   Positive

proper

2.   Detracting

improper
	


	K  CONCLUSION

summarise
	


SPEECH EVALUATION SHEET

Speaker __________________________ Title ________________________ Time 

Evaluator’s Opening Statement

Construction


Very Good

Good

Recommendation

Opening (attention getting, sets scene)……………………………………………………………….

Body (2-3 supporting examples for 5-7 min speech) ……………………………………………….

Conclusion (summary, tied in with opening, left message)…………………………………………

Preparation


Very Good

Good

Recommendation

Knowledge of subject……………………………………………………………………………………

Evidence of preparation ………………………………………………………………………………..

Use of notes ……………………………………………………………………………………………..

Body Language

Very Good

Good

Recommendation

Stance / mannerisms …………………………………………………………………………………..

Gesture ………………………………………………………………………………………………….

Facial Expressions ……………………………………………………………………………………..

Eye contact ………………………………………………………………………………………………

Nervousness …………………………………………………………………………………………….

Voice



Very Good

Good
          Recommendation


Modulation (sound) ……………………………………………………………………………………..

Projection ………………………………………………………………………………………………..

Enthusiasm ……………………………………………………………….……………………………..

Sincere …………………………………………………………………………………………………..

Rate / Pitch ………………………………………………………………………………………………

Objectives and Purpose of assignment attained          Yes      Partial
         Recommendation

Language


Very Good

Good
        Recommendation

Vocabulary …………………………………………………………………………………………….…

Grammar …………………………………………………………………………………………………

Recommendation (one or  maybe two of the above – worded in first person (eg  I would prefer the speaker to try and ………….. or similar)

Summary (must be positive, tied into the evaluator’s first statement

SPEECH EVALUATION SHEET 

	Speaker:
	Title of Speech
	Time

	Opening:



	Body:  Eye contact, body language, voice, grammar, language, humour, preparation, organised

	General Delivery:  Enthusiasm, sincerity, nervousness, preparation, pauses, eye contact

	Ending:  Dramatic, thought provoking, punch line, improve, well timed



	SUMMARY

	Highlights:  warm, sincere, friendly, persuasive, motivational, effective eye contact, natural pitch, positive vocabulary and grammar, notes used effectively, gestures were spontaneous
	Points for improvement: unstructured, eye contact random, over used words and phrases, detracting notes, repetitive gestures



	Final Statement:

Were objectives met:

Audience response:

Personal reaction / conclusion:

Evaluator:


	SPEECH EVALUATION SHEET

	Speaker
	Speech Title
	Time



	FOCUS:  Were the objectives met?  (ie What is the speaker trying to sell / What is the speakers point?)

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

	OPENING:  Acknowledge the speaker. (ie We have had the pleasure… )

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

	THREE POSITIVE POINTS: (DO NOT EVALUATE THE SUBJECT MATTER)

	What
	Why

	1.
	

	
	

	
	

	2.
	

	
	

	
	

	3.
	

	
	

	
	

	SUGGESTIONS FOR IMPROVEMENT – ONE POINT (or at the most two) 

	What
	Why

	1.
	

	
	

	2.
	

	
	

	SUMMARY (Pick out speaker’s STRONGEST POINT from above and comment 

(Do not bring in new material)

I found …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Did the speaker make the sale / point?

I really

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


SPEECH EVALUATION SHEET

	Speaker:                                                                                                            Speech Time:

	Speech Title:

	YOUR EVALUATION OF THE PREPARED SPEAKER
Feedback is vital.  Please take a minute to share your honest feelings about the prepared speech.

Please check the appropriate box for each

	1.  In my honest opinion, this is how I rated your speech in each of the following categories:

	Category
	Excellent
	Above Average
	Satisfactory
	Should Improve
	Must Improve
	Category
	Excellent
	Above Average
	Satisfactory
	Should Improve
	Must Improve

	Speech Value

(interesting, meaningful)
	
	
	
	
	
	Facial Expressions

(animated, friendly, genuine,

expressive)
	
	
	
	
	

	Preparation

(research, rehearsal)
	
	
	
	
	
	Eye Contact

(established visual bonds)
	
	
	
	
	

	Delivery Manner

(direct, confident, earnest, 

enthusiastic, with conviction)
	
	
	
	
	
	Vocal Quality

(volume, rate, pitch, tone, 

vitality, articulation, variety)
	
	
	
	
	

	Opening

(attention getting, arousing, led into topic)
	
	
	
	
	
	Language / Words

(appropriate for audience, specific, vivid image)
	
	
	
	
	

	Body of Speech / Transitions

(logical, clear flow of ideas, points supported by facts
	
	
	
	
	
	Grammar

(appropriate use of words, less ‘ah’s and crutch phrases)
	
	
	
	
	

	Conclusion

(effective, climatic)
	
	
	
	
	
	Timing / Pauses

(appropriate, strengthened the ideas presented)
	
	
	
	
	

	Gesture / Body

(natural, purposeful, expressive, smooth)
	
	
	
	
	
	Visual Aids / Props

(simple, visible, easy to understand)
	
	
	
	
	

	2.  What I liked best about your speech was:



	3.  My suggestions of where and how to effectively improve are:

	Date:                                                         Evaluator:


SPEECH EVALUATION SHEET

	TOPIC
	……………………………………………………………………
	TIME



	POSITIVE OPENING
	………………………………………………………………………………………

………………………………………………………………………………………

	OBJECT & PURPOSE (Were these Achieved)
	………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

	AS I SAW YOU

     Body Language

     Stance

     Mannerisms

     Facial Expressions
	………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

	AS I HEARD YOU

     Voice

     Enthusiasm

     Sincerity

     Rate/Pitch
	………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

	RECOMMENDATIONS

     Points for Improvement
	………………………………………………………………………………………

………………………………………………………………………………………

	LANGUAGE

VOCABULARY 

GRAMMAR
	CONSTRUCTION 

Was there an identifiable

     Opening

     Body

     Conclusion
	………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

	CONSTRUCTION 

Was there an identifiable

     Opening

     Body

     Conclusion
	STRENGTHS
	………………………………………………………………………………………

	STRENGTHS
	WEAKNESSES
	………………………………………………………………………………………

	WEAKNESSES
	POSITIVE SUMMARY
	………………………………………………………………………………………

………………………………………………………………………………………

	POSITIVE SUMMARY
	POSITIVE SUMMARY
	………………………………………………………………………………………

………………………………………………………………………………………

	POSITIVE SUMMARY
	………………………………………………………………………………………

………………………………………………………………………………………


EVALUATION GUIDE

	SPEAKER                                                                      DURATION           -      mins

TITLE
	OBJECTIVE

	OPENING:  Catchy opening sentence / highlights
	CONCLUSION:  PFI / HIGHLIGHTS / CLOSING SENTENCE

	PRESENTATION:  Enthusiasm / sincerity / persuasive / memorable / nervousness

	PREPARATION:  Correct structure / rehearsed / well timed / extensive / dynamic / forceful

	EYE CONTACT:  Direct / inclusive / interactive / steady / effective

	BODY LANGUAGE :  Life to speech / held attention / relevant / dramatic / spontaneous / well timed

	VOICE:  Rate:  deliberate / leisurely / variable / slow / appropriate

              Pitch: natural / high / low

              Volume:  soft / audible / weak / appropriate

              Modulation:  inflection – one scale to another 
	Enunciation / Pronunciation:  correct / clear / articulate delivery

Feeling:  Anxious / relaxed              Happy / Sad            Frustrated / elated

               Confused / excited            Mournful / blissful      Tired / Energised

	GRAMMAR / VOCABULARY:  Comprehensible / meaningful / slang

	HUMOUR:  Appropriate / subtle / tongue-in-cheek / effective

	NOTES / AIDS:
	Effective / added clarity / enhanced speech / useful to speech content /

Bold / Imaginative

	CLOSURE:
	Appropriate / tied it to opening

	SUMMARY:  (State objectives)
	Objectives achieved

Speech organised:   opening / body / conclusion

Prepared

Overall presentation

Informative / entertaining / enjoyable



	Sergeant-at-Arms
	President
	Toastmaster
	Table Topic Master
	Secretary

	RESPONSIBILITIES

□ Room Set-up

□ Welcome

- Visitors

- Members

□ Introduce President

□ Ballot Counting

QUALITIES:

□ Enthusiasm
	RESPONSIBILITIES

□ Opening Remarks

- Welcome Visitors

- History

- Agenda

□ Business Session

- Establish Quorum

- Minutes

 # Omissions/Errors

 # Move to

        Adopt/Amend

 # Seconder

 # Vote

- Unfinished Business

- Committee Reports

- Officers’ Reports

- Correspondence

□ Introduce

      Toastmaster

QUALITIES:

□ Dynamic

□ Organisation
	RESPONSIBILITIES

□ Opening Remarks

□ Introduction

- Timer, Grammarian,

     Ah Counter, 

     General Evaluator

- Table Topic Master

- Speaker

  # Tell Project 

         Objectives

  # Tell Time

         Requirements

  # Introduce Speaker

  # Give Speech Title

□ Ask for General

      Evaluator Report

□ Voting

□ Present Awards

QUALITIES:

□ Enthusiasm 

□ Organisation

□ Knowledgeable

□ Well-researched


	RESPONSIBILITIES

□ Purpose

□ Theme

□ Call for Timing

□ Ballots

QUALITIES:

□ Engaging

□ Interactive
	RESPONSIBILITIES

□ Minutes

QUALITIES:

□ Clarity

□ Eye Contact


	Timer
	Evaluators
	Grammarian
	Ah Counter
	Overall

	RESPONSIBILITIES

□ Timing Procedures

QUALITIES:

□ Clarity 


	RESPONSIBILITIES

□ Evaluation

      respected speech

      objectives

QUALITIES:

□ Compassionate 

□ Constructive
	RESPONSIBILITIES

□ Grammar
	RESPONSIBILITIES

□ Ums and ahs
	QUALITIES:

□ On Schedule

□ Atmosphere


LEARNING through

EVALUATING THE EVALUATOR

· ANALYTICAL QUALITY
What was the purpose of the evaluation and how effective was this?

Were the strengths and weaknesses of the speaker identified?

Were the strengths and weaknesses broken down into manageable chunks?

Were the comments clear and logical?

(Be specific in your comments)

· RECOMMENDATIONS

Were recommendations specific?

Were they practical, modelled, helpful, positive?

Would they assist the speaker to improve on future speeches?

(Be specific in your comments)

· TECHNIQUE

Was the evaluator sensitive to the speaker’s feelings?

Did the evaluator inspire the speaker to improve?

What words did the evaluator use, which would open the speaker to new

     ideas/suggestions? 

(Be specific in your comments)

· SUMMATION

How did the speaker conclude the evaluation?

Did the evaluator bring new material into the summation?

How did the evaluator encourage the speaker?

What was the closing statement?

(Be speaker in your comments)

TABLE TOPIC REPORT SHEET

Sheet No _____________

	Speaker’s Name



	Table Topic Question



	General Comments



	Suggestion for Improvement



	Supportive Comments Summary




Things to look for:  Addresses Topic      Organisation    Mini Speech?



                    Gestures                       Eye Contact        Vocal Variety



                  Grammar                       Waffle                 Pauses



                  Humour                         Delivery
             Enthusiasm     
Remember – use only one or two points – not all of them.
	Speaker’s Name



	Table Topic Question



	General Comments



	Suggestion for Improvement



	Supportive Comments Summary




PHOTOCOPY SHEETS TO COVER ALL THE TABLE TOPIC SPEAKERS.

SPEAKER’S INTRODUCTION

   (20 – 30 seconds)
“Fellow Toastmasters! This evening _______________________ (speaker’s name) will present a speech aimed at developing the skills described in the ______________________________ Manual, Assignment No __4____.”

“___________________________ (evaluator’s name) will evaluate the speech.   _________________, (evaluator’s Christian name) would you please read the objectives?”

(EVALUATOR TO READ THE OBJECTIVES)
“__________________________ will present a speech on (subject)

______________________________________________.”
( Overview / lead-in, usually written by the speaker, to build anticipation and to establish the mood…….)______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
“Please welcome _______________________________to present His / Her Speech, entitled _______________________________________________” 
(Lead Applause) __________________________________ Title of Speech ________________________________ “ (Name of Speaker)
NEW MEMBER PROFILE

Name:


_____________________________________________

Spouse/Partner: 
_____________________________________________

Address:

_____________________________________________

_____________________________________________

Children:

_____________________________________________




_____________________________________________




_____________________________________________

Birthday:

__________________________

Home Phone: __________________   Work Phone:____________________

Mobile Ph: ____________________    Fax No.: _______________________

E-mail: _______________________________________________________

Occupation: ___________________   Employer: ______________________

Sponsor: _____________________    Mentor/Coach: __________________

Date Joined TM: __________________________

Reasons for joining / Expectations from TM:__________________________

_____________________________________________________________

_____________________________________________________________

Accomplishments:______________________________________________

_____________________________________________________________

_____________________________________________________________

Interests:  ____________________________________________________

_____________________________________________________________

_____________________________________________________________

Goals: _______________________________________________________

_____________________________________________________________

Any other information which could be used when introducing you for a speech:

_____________________________________________________________

________________________________(eg.  most embarrassing moment)

Craziest thing you have ever done__________________________________

	GUEST / NEW MEMBER RECORD

	  NAME:   ___________________________________________

  ADDRESS:  _________________________________________________________

                      _________________________________________________________

   TELEPHONE: ______________________   EMAIL: _________________________

	Action
	Membership
	Responsibility

	
	  Give Information regarding Club
	  VPM

	
	  Give Form 400
	  Member

	
	  Receive Application
	  VPM

	
	  Receive Money
	  Treasurer

	
	  Send form and cheque to World Headquarters
	  Secretary

	
	  Send away for badge
	  Secretary

	
	  Give new member pack to member
	  VPM

	
	  Discuss goals and needs of the new member
	  VPE/President

	                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
	  Orientation Interview  - How Toastmasters works
                                     - benefits
                                     - member obligations
	  VPE/President

	
	  Copy of new member profile sheet to VPM
	  VPE/President

	
	  Assign mentor - give mentor a copy of the profile
	  VPE/Pres

	
	  Induction Ceremony
	  VPM

	
	  Brief new member on Recognition Programme
	  VPM / VPE / MENTOR

	
	  Update membership records.
	  VPM


OFFICES HELD

CLUB OFFICES HELD





Date Served

Date Attended
          Date Helped








    Training
          Prepare Club










          Success Plan

President
                
 __________
         
 __________
       ________

Vice President Education
 __________

 __________        ________

Vice President M’Ship
___________
___________        ________
Vice President Pub Rel
___________
___________        ________
Secretary


___________
___________        ________
Treasurer


___________
___________        ________
Sergeant-At-Arms

________

____________         _________
DISTRICT OFFICES HELD








Date Served

Sergeant-at-Arms




____________

Secretary / Treasurer



____________

Public Relations Officer



____________

District Governor




____________

Lt. Governor Training



____________

Lt. Governor Marketing



____________

Division Governor




____________

Area Governor




____________

C & L  SPEECH RECORD

Achieved :              1       2        3        4         5       6        7        8        9        10

1.
The Ice Breaker


Completion Date________________


Time 5 – 7 mins


Speech Title____________________________________________________

2.
Organise your Speech

Completion Date________________


Time 5 – 7 mins

Speech Title____________________________________________________

3.
Get to the Point


Completion Date________________


Time 5 – 7 mins

Speech Title____________________________________________________

4.
How to say it


Completion Date________________


Time 5 – 7 mins

Speech Title____________________________________________________

5.
Your Body speaks


Completion Date________________


Time 5 – 7 mins

Speech Title____________________________________________________

6.
Vocal Variety


Completion Date________________


Time 5 – 7 mins

Speech Title____________________________________________________

7.
Research your topic

Completion Date________________


Time 5 – 7 mins

Speech Title____________________________________________________

8.
Get comfortable with Visual Aids
Completion Date________________


Time 5 – 7 mins

Speech Title____________________________________________________

9.
Persuade With Power

Completion Date________________


Time 5 – 7 mins

Speech Title____________________________________________________

10.
Inspire Your Audience

Completion Date________________


Time 8 - 10 mins

Speech Title____________________________________________________

ADVANCED MANUALS RECORD

Manual _____________________________________     1     2     3     4     5
1.
…………………………………..
Completion Date________________

Speech Title____________________________________________________

2.
…………………………………..
Completion Date________________

Speech Title____________________________________________________

3.
…………………………………..
Completion Date________________

Speech Title____________________________________________________

4.
…………………………………..
Completion Date________________

Speech Title____________________________________________________

5.
…………………………………..
Completion Date________________

Speech Title____________________________________________________

Manual _____________________________________     1     2     3     4     5
1.
…………………………………..
Completion Date________________

Speech Title____________________________________________________

2.
…………………………………..
Completion Date________________

Speech Title____________________________________________________

3.
…………………………………..
Completion Date________________

Speech Title____________________________________________________

4.
…………………………………..
Completion Date________________

Speech Title____________________________________________________

5.
…………………………………..
Completion Date________________

Speech Title____________________________________________________

EDUCATIONAL SESSIONS

THE SUCCESSFUL CLUB SERIES


Date Presented

The Moments of Truth



____________________

Finding New Members for Your Club 

____________________

Evaluate to Motivate   



____________________

Closing The Sale




____________________

Creating The Best Club Climate


____________________

Meeting Roles & Responsibilities


____________________

Mentoring





____________________

Keeping The Commitment



____________________

Going Beyond Our Club



____________________

How To Be a Distinguished Club


____________________

The TI Education System



____________________

THE BETTER SPEAKER SERIES


Date Presented

Beginning Your Speech



____________________

Concluding Your Speech



____________________

Take The Terror Out Of Talk



____________________

Impromptu Speaking




____________________

Selecting Your Topic




____________________

Know Your Audience




____________________

Organising Your Speech



____________________

Creating An Introduction



____________________

Preparation and Practice



__________________

THE LEADERSHIP EXCELLENCE SERIES

Date Presented

Building a Team




____________________

Delegate to Empower




____________________

Developing A Mission




____________________

Giving Effective Feedback



____________________

Goal Setting & Planning



____________________

Motivating People




____________________

Resolving Conflict




____________________

Service & Leadership




____________________

The Leader As A Coach



____________________

The Visionary Leader




____________________

Values and Leadership



____________________

AWARDS RECEIVED

INDUCTION CEREMONY

(FOR NEW MEMBERS)

Inducting Officer:

“This evening, it gives me great pleasure to welcome into our Club a ___

__________________________________________________________________________________

__________________________________________________________________________________

“Fellow Toastmasters, it is now our duty and privilege to induct a new member into the (your club name) Club.  This is an important occasion, both for this new member and for our Club.  This person has come to Toastmasters seeking to improve their communication and leadership skills, and we now have an opportunity to help him / her  learn, grow and achieve. 

I will now call our new member forward and ask him / her  to join me at the lectern.  Please withhold your applause until the ceremony is completed”.

Inducting Officer:

“_________________________, you are joining a worldwide organisation that has helped nearly three million people learn to communicate more effectively.  As a member of the (your club name) Club, you will benefit from a proven program of self-development.  You will become part of an outstanding group of people who are dedicated to helping one another in a spirit of sharing and enjoyment. 

Mr / Madam  Vice President Education, has this new member been given an opportunity to discuss his / her  needs and goals with the Club?  Has he / she  been told how the Toastmasters’ program works, and informed of the many benefits to be received, as well as the obligations of membership.”

Vice President Education:

“Yes, Mr / Madam   (VP Membership)”

Inducting Officer:

“Who has been assigned as coach / mentor  for this new member?”

Vice President Education:

“Mr  / Madam (VP Membership),  ________________________(state name of mentor) has been assigned for mentor for __________________. (State name of new member)

Inducting Officer:

“Would this Toastmaster please stand?” 

“As an experienced Toastmaster, you have been asked to help this new members get off to a good start.   Do you accept this responsibility and pledge to share your knowledge and experience with our new member so that he / she  can immediately begin to benefit from the Toastmasters membership?”

Coach/Mentor:    (To give an affirmative response)

“Mr / Madam (VP Membership)  -  Yes, I do.”

Inducting Officer:  (to new member)

“_____________________Membership in this Club and in Toastmasters International is a privilege that carries with it many rewards.  Yet it also places certain obligations upon you.  We are a group of people brought together to do things we could not accomplish alone.  Out collective obligation is to grow and improve ourselves and to share our knowledge and experience with fellow members in a spirit of enjoyment.  This means you must work diligently toward your own self-development …. evaluate others’ speeches in a spirit of support and sharing ….. assist the Club in reaching its goals …. remain positive … and keep a smile on your face. 

“We ask you, our new member, to dedicate yourself to personal growth, to share this great gift with your fellow members, and to help keep this Toastmasters Club strong and dynamic.

Please face your fellow members and affirm your membership by pledging the following – “

“I ______________, (FULL NAME) promise to attend club meetings regularly.

To prepare all of my speeches to the best of my ability, basing them on projects in the Communication and Leadership program manual or the Advanced Communication and Leadership program manuals.

To willingly prepare for and fulfil meeting assignments.

To provide fellow members with helpful, constructive evaluations. 

To help the club maintain the positive, friendly environment for all members to learn and grow.

To willingly serve my club as an officer when called upon to do so. 

To treat my fellow members and guests with respect and courtesy.

To bring guests to club meetings so they can see the benefits Toastmaster’s membership offers.

To adhere to the guidelines and rules for all Toastmaster’s educational and recognition programs. 

To maintain honest and highly ethical standards during all Toastmaster’s activities. “

Inducting Officer:

“Would all Club members please stand and repeat your Club’s pledge to its new member”.

“We, the members of the (your club name) Club, pledge to support you in your quest for self development …. To provide you with positive, helpful evaluations.   To maintain a friendly supportive atmosphere …… to give you opportunities to help others …. And to make your toastmaster’s membership a rewarding and fulfilling experience”. 

“Members may now be seated.”

Inducting Officer places a membership pin on the new member and hands him / her a Toastmaster’s Membership Guide and C&L Manual. 

Inducting Officer:  (To new member)
“On behalf of the (your club name) Club, I would like to extend our warmest welcome and to congratulate you on becoming a member of (your club name) Club”.

“Would you like to say a few words?”  

___________________________________________

Inducting Officer:

“Ladies and Gentlemen, would all members please stand and give a warm welcome to our newest member. “

Inducting Officer leads applause, then asks new member to return to his / her seat. 

Your club name


TOASTMASTERS CLUB





Club ….   Area ..   ‘.’ Division   District 69


Website: http://








This guide belongs to 











Phone No            _____________________





Date of Joining    _____________________ 





Date of Induction _____________________





Name of Mentor  _____________________   Ph. No. ________________
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Remember – the Chairman CANNOT move a motion.





























Direct this question to the secretary who will have taken a record of attendance, at or before the meeting.  Alternatively, you can state that - "There is a quorum present" (or not present) having determined this yourself before the meeting starts.  





A quorum consists of half of the active membership plus one.








 Mover - states their name ... "I move that the apologies be accepted.











 Seconder - states their name ..."I second the motion"








Call for a vote on the motion





Allow Two (2) minutes to read the minutes








If there are corrections or additions attend to them.














Mover - states their name ... "I move that the minutes be accepted.











 Seconder - states their name ..."I second the motion"























Call for a vote on the motion.

















If there is - deal with the business. You may consult with the secretary before the meeting to determine whether such business will arise. This will assist you in dealing with it effectively.  Motions arising from this business will be seconded, discussed and voted upon. 











The secretary provides a list of the correspondence inwards and outwards.  If members wish to discuss any article of correspondence or clarify any details they should request information at this point.











Mover (Usually The Secretary)  - states their name ... "I move that ……….....














Seconder - states their name ..."I second the motion"














Call for a vote on the motion.











If there is, deal with it now, (or hold over until General Business).      Business usually arises from each letter as it is tabled.


Newsletters, circulars are declared as tabled, that is, they are there for anyone to read them who may desire to do so.  Any business or motions must be voted on.





Deal with voting as previously set out.





 Members of the Executive might have reports. Determine this beforehand and call for them in turn. EG., President, VPE, VPPR, Treasurer, etc.











Other Executive members give their reports as required.


If anyone does not have a report – they state there is no report Madam/Mister Chairman








Treasurer presents the report and should then move... "That The Report Be Adopted" ...And If Applicable, "That Accounts Be Passed For Payment.”











Seconder - states their name ..."I second the motion"

















Call for a vote on the motion.


























If there is - deal with it.





Handle the voting as previously set out.








The secretary will advise you of motions on notice (already seconded) prior to the meeting. If motions on notice exist raise these now.  Discuss and vote upon as previously set out.





Motions on notice are proposed by the original mover or, if he/she is absent, then by some other person.  The meeting may give leave for the motion to be deferred to a later meeting.








If there is - deal with the business now. You can accept motions from the floor, however all serious motions are initially dealt with by the Executive Committee.  Members should be encouraged to use the business meeting as a training and practice situation and to participate by moving motions relevant to club business.  See below for information on motions and some of the procedures to be followed.





When the General Business section is completed state:








GENERAL NOTES:





All discussion is to be directed to the Chair.  The correct terminology is "Mr Chairman" or "Madam Chairman" or "Madam Chair". The title Chairman is a non-gender word and is actually an abbreviation of the word Chair manager.





Be aware of your time allocation for the business session. 





If extra time is required, then the timer should put the motion “Mr / Madam Chairman.  I move that an extension of time be allowed at your discretion”.  A seconder is not needed for this motion, however the Chairman must put it to the vote  by saying “All those in favour?”
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AFFIRMATIVE TEAM





Speaker (1)  3 to 5 minutes





State the debate topic and define the terms of the topic.


State the general issues.


Summarise the affirmative position.


Explain what each affirmative speaker will cover. 


Cover the 1st argument for the affirmative team.











NEGATIVE TEAM





Speaker (2)  3 to 5 minutes





Accept, reject or amend the definition of the terms of the topic as presented. 


General refutation of the points covered by the 1st affirmative speaker.


Summarise negative position.


Explain what each negative speaker will cover.


Present the 1st argument for the negative team.





Speaker (3)  3 to 5 minutes                             Speaker (4)  3 to 5 minutes





Same for both speakers


Rebuttal of the first opposition speaker’s charges or questions


Further develop the team’s argument


Summarise the points made previously





Speaker (6)  3 to 5 minutes





Analyse the entire debate and conclude with critical issues. 


Fairness requires that no new / unnecessary material be introduced.


Refute arguments advanced by the affirmative.


Provide rebuttal material to strengthen the negative case.


Tie all major points together and point out what the negative has covered.


Close by asking audience to concur with negative position.








Speaker (5)  3 to 5 minutes





Summarise debate, emphasising crucial issues still under consideration.


Refute what the negative has established, especially the prima facie (basic) point.


Review all major objections the affirmative has to the negative proposal.


Close with an appeal to the audience to concur with the Affirmative view.
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GENERAL EVALUATION


CHECKLIST





COMPETENT COMMUNICATOR AWARD


	______________________		______________________


	 Date CC Received			CC Number





ADVANCED COMMUNICATOR –B (AC-B) AWARD


	______________________		______________________


	Date AC Bronze Received		AC Bronze Number


ADVANCED COMMUNICATOR –S (AC-S) AWARD


	______________________		______________________


	 Date AC Silver Received		AC Silver Number





ADVANCED COMMUNICATOR GOLD (AC/G) AWARD


	______________________		______________________


	Date AC Gold Received			AC Gold Number


COMPETENT LEADER (CL) AWARD


	______________________		______________________


	 Date Competent Leader Received	CL Number





ADVANCED LEADER (AL-B/S) AWARD


	______________________		______________________


	Date Advanced Leader Received		AL Number


DISTINGUISHED TOASTMASTER (DTM) AWARD


	______________________		______________________


	 Date DTM Received			DTM Number


























HIGH PERFORMANCE LEADERSHIP PROGRAM


	______________________		______________________


	 Date Completed				Registration No.





COACH


	______________________		______________________


	New Member’s Name			Date





SPONSOR OR MENTOR OF A NEW CLUB


	______________________		______________________


	Club Name / Club Number			Charter Date
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Recognition Requirements for 


 


Communication & Leadership Tracks


 


 


Distinguished Toastmaster


 


 


¨


Achieved both Advanced 


Communicator


 Gold & 


Advanced Leader 


Silver 


awards.


 


 


Advanced Leader


 Silver


 


 


¨


Served a complete term 


as a District officer;


 


¨


Completed the High 


Performance Leadership 


Program;


 


¨


Served 


successfully as a 


Club Sponsor, Mentor or 


specialist.


 


 


 


 


Advanced Leader Bronze


 


 


¨


Achieved Competent 


Leader Award.


 


¨


Achieved Compe


tent 


Co


m


municator Award.


 


¨


Served at least six months 


as a Club officer and 


participated in the 


preparation of a Club 


Success Plan


.


 


¨


Partic


ipated in District


-


sponsored Club officer 


training while a Club 


officer;


 


¨


Conducted any two 


programs from the 


Successful Club


 &/or 


Lea


d


ership Excellence


 


series.


 


 


Advanced 


Communicator


 


Gold


 


 


¨


Completed two more 


Advanced Manuals;


 


¨


Conducted a registered 


Success Leadership or 


Success Communication or 


a registered Youth 


Leadership program;


 


¨


Coached new member with 


the first three speech 


projects.


 


 


 


Advanced 


Communicator


 


Silver


 


 


¨


Completed two more 


Advanced Manuals;


 


¨


Conducted any two 


programs from The Better 


Speaker &/or The 


Successful Club series.


 


 


 


Advanced 


Communicator


 


Bronze


 


 


¨


Completed two Advanced 


Manuals.


 


 


Competent Leader


 


 


·


Completed the Comp


e-


tent Leadership Manual.


 


 


 


 


Competent 


Communicator


 


 


¨


Completed ten C & L


 


 


 


   


Manual Speeches.


 


 


New Member


 


 


These new awards come into effect from 1 July 2006.  However, there is a two


-


year ‘grace’ period for those now 


working towards t


he current Competent Leader Award or above.
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