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The Story of Toastmasters 
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Dr. Ralph Smedley 1878-1965

Since Toastmasters began, more than four 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.  The aim was "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 coordinate 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 Competent Communication program, Basic Training, was introduced in 1942 and has been expanded and updated many times since then to keep abreast of the times and needs of the members.

Membership in Toastmasters International increased rapidly after the end of World War II and by 1954 the number of Toastmasters clubs had 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 1973, Toastmasters membership was opened to women. This change enabled everyone to benefit from the Toastmasters program of self-development. 

There have been many improvements to the education program over the years to meet the ever-changing needs of the members. Leadership has become a stronger focus and this reflects in the introduction of the Competent Leadership Manual introduced in 2006.

Toastmasters International continues to grow every year and Dr Ralph D Smedley would be proud to know that, because of his dedication, millions of lives will be changed throughout the world. 

Welcome to Toastmasters 

Welcome to Name of club Toastmasters. We meet each 2nd and 4th Wednesday at address. Meetings start at time and finish by time. 

When you are a speaker at the Toastmasters meeting, it is helpful to remember the following protocol:

· To make the program flow smoothly with regards to time, ensure the Sergeant-at- Arms has the ‘Ready Chair’ ready to each side at the front of the room. This chair is used by the next speaker on the program to await his segment. This helps to relax the speaker and travel time is reduced from his own chair further back in the room.

· There should always be someone at the front of the room in control of the meeting. Wait until the next speaker has joined you before you hand the control of the meeting over and sit down. 
· Take control of the meeting by using the title ‘‘Toastmaster’’, rather than ‘‘thank you’’. Finish your presentation by handing back control of the meeting by using the title ‘’Toastmaster’’ rather than ‘‘thank you’’.

· Announce each Manual Speech by title, and speaker by name and title (Competent Communicator, Advanced Communicator Bronze etc.)   e.g. “Please welcome to the lectern, with her Speech entitled ‘Summer’, Competent Communicator Jane Smith.” Remain at the lectern until the speaker has joined you, then move back to your chair and be seated once the speaker has recognized you.  

· At the beginning and end of each segment, applause is used to encourage and/ or appreciate the next/ last speaker. 
Accepting an Award

Job description: When it’s your turn, be grateful and engaging.
Time:  30 Seconds

When you are accepting an award, ‘thank you’ is usually enough. However, there will be some occasions where you feel it is appropriate to say a few words. 

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.

Annual Speech Contests
Job description: To find a winner

Speech contests are held during the months of July- September at club level. Members can be given credit for their speeches in the Competent Communication or Competent Leadership manuals. 

Table Topics Contest

This contest is open to all members. The contestants are given the same topic which is not revealed until they enter the contest room. 

This contest is held at Club, Area, Division and District levels. Time: 1-2 minutes

Evaluation Contest

This contest is open to all members. A Guest Speaker presents a Speech. All contestants complete their evaluations of the same Speech.  Their notes are then collected and are returned to them before they deliver their evaluations. 

This contest is held at Club, Area, Division and District levels. Time: 2-3 minutes

Humorous Speech Contest
This contest is open to all members. The Speech is in good taste and not a series of jokes. 

This contest is held at Club, Area, Division and District levels. Time: 5-7 minutes

International Speech Contest

This contest is open to all members who have completed at least six Manual Speeches. The topic selection is of the speaker’s choice. 

This contest is held at Club, Area, Division, District and International levels. Time: 5-7 minutes

Tall Tales Contest

This contest is open to all members. The Speech must be of a highly exaggerated, improbable nature and have a theme or plot.
This contest is held at Club level. Time: 3-5 minutes
Novice Speech Contest

This contest is open to members who have given less than six Manual Speeches. The topic is of the speaker’s choice. 

This contest is held at Club level. Time: 5-7 minutes

We recommend that Contestants contact the Vice President Education to obtain the relevant Judging Criteria prior to their scheduled Contest. By familiarizing themselves with this and the Judging forms they are able to prepare accordingly.

Celebrity Interview

Job description: To interview a celebrity.
Time:  3 ‑ 5 minutes

This segment is conducted from two chairs, at the front of the meeting. The lectern is not required.

This segment is an entertaining way of giving two Toastmasters the opportunity to work together as a team.  

It presents a challenge for both participants to use the broad range of skills learned in previous projects.

Before the Meeting:

· The team chooses a person to interview/ theme that encourages an entertaining presentation.

· The interviewer creates a series of interesting and appropriate questions that are in keeping with the mood of the project.

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

· As themselves. 

· In a character of their choice.  Props and costume will enhance the segment.

· After deciding on a theme, the interviewer and interviewee prepare their material but do not rehearse their roles for the interview as this is an impromptu segment.

· If elaborate costuming is planned, ask the Vice President Education / Toastmaster to organize your segment straight after the break. This allows for the clothing change.


· Advise the Toastmaster of your preferred introduction:

· 1. The Toastmaster to introduce the seated Interviewer, and the Interviewer is to introduce the Celebrity who will join them at the front of the meeting. 

· 2. The Toastmaster to introduce both speakers already seated at the front of the meeting.

· It is the goal of both participants to make the interview interesting and entertaining.

At the Meeting:

Arrange the chair placement for your presentation with the Sergeant–at-Arms.

Chairman

Job description: To find the will of the members.
The Chairman has the responsibility of conducting the Business Session of the meeting.

The business of the Club is normally attended to at the beginning of each meeting, and by using the correct meeting procedure, you can ensure that the segment is conducted quickly and efficiently.

The Chairman conducts the meeting from the head table, from the seated position.

Participation is restricted to current members.

Terms used in addressing the Chair:
Correct form of address is always Mr. Chairman or Madam Chair. The Chair should always be addressed in this manner. If the chairman has another title, such as President, he or she is addressed as Chairman or Madam Chair. The Chair is always seated, hence the term. The Chair may rise to deliver an address, but is normally seated.

It is not necessary for the Chair to request permission to be seated.

Guidelines:
· The Business Session should be treated as a training and practice situation for all present. The Secretary should record the important parts of the proceedings. To enable the Secretary to do this, members addressing the Chair should state their name and speak clearly. When recognised by the Chair, and given permission to speak, the member wishing to speak would normally stand.

· IMPARTIALITY:  The Chair must not participate in the business being conducted, and must ensure the segment is conducted in accordance with accepted practice, fairly and impartially. The Chair cannot introduce a motion, or second a motion, since this would indicate bias.  A rare exception would be when a Chairman presents a Report, and moves for acceptance of that Report. The function of the chair is to control and supervise.

· If the Chair requests a mover for a specific motion, the mover should stand, state their name, and say “I so move.”

· If the member wishes to originate a motion, they should obtain permission to speak, and state the motion.

· If the Chair accepts the motion, the Chair will request a seconder. The seconder should rise, state their name and say “I second the motion.”

· Consult with the Club Parliamentarian on any points that are uncertain. You may wish to have the Parliamentarian sit next to you to assist where necessary.

· REPORTS:   Before the meeting, check with the executive members to determine if they have reports to present. Allow time for reports.

· "OUT OF ORDER."   To control the meeting, a Chairman must not allow motions which are not in the interest of members.   This ruling may be applied against any member or any motion which is attempted if the Chair considers the remarks or the motion to be inappropriate.

· Time is limited for the Business Session, and the Chair has the responsibility of ensuring that only pertinent matters are discussed. Where the allocated time is insufficient, the Chair may seek approval of the meeting for an extension of time of, say, five minutes. The Chair must ask for a motion, or any member may move for such an extension. 

· FORMALITY:  The Business Session is normally conducted in a formal manner, but dullness can be avoided if a little informality is used with discretion.

At the conclusion of the Business Session, the Chairman normally hands the meeting over to the Toastmaster. The Chair always introduces the Toastmaster warmly and leads the applause.

NOTE:  The authority for meeting procedure in our District 69 is “Guide for Meetings and Organisations” by N.E. Renton. However, we recommend “Gorrie’s Guide”, found later on another page, be used for a simplified reference.
Debate

Job description: To find a winner

Time:   Refer to the program.

A debate is a disputation between two teams with opposing points of view. The object of the debate is to establish the superiority of one point of view over the other.

There are usually three speakers to each team. The teams are referred to as the “Affirmative” and the “Negative” teams.

The Affirmative team must support the given proposition, e.g. “that Australia should become a republic” and attempt to reject the reasons proposed by the Negative team.

The Negative team must present the opposite point of view, and attempt to reject the reasons proposed by the Affirmative team.  In this example, the Negative team would try to prove “that Australia should not become a republic”.

The sequence of events is for the Affirmative team to speak first, followed by the first speaker for the Negative, then the second speaker for the Affirmative etc.

Each speaker will be allowed the same time, e.g. a maximum of 2 minutes.

An Adjudicator is appointed to conduct the segment, and to decide the winning team.

	Affirmative Team

 Speaker   (1)

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

· State the general issues

· Summarise the Affirmative position.

· Cover the first argument for the Affirmative.

Speaker    (3)

· Rebut the arguments of the previous speaker for the opposite team.

· Develop your own team’s arguments.

· Summarise the points made previously.

Speaker    (5)

· Summarise the debate, emphasising crucial issues still under consideration.

· Refute what the Negative team has established, especially the basic argument.

· Review and summarise all major arguments that the Affirmative team has to the Negative’s proposition.

· Close with an appeal to the audience to concur with the Affirmative view. 
	Negative Team.

Speaker     (2)

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

· Refute the points covered by the first affirmative speaker.
· Summarise the Negative position.

· Present the first argument for the Negative team.

Speaker     (4)

· Rebut the arguments of the previous speaker for the opposite team.
· Develop your own team’s arguments.
· Summarise the points made previously.
Speaker   (6)

· Analyse the entire debate and conclude with critical issues.
· Fairness requires that no new or unnecessary material be introduced.
· Refute arguments advanced by the Affirmative team.
· Provide rebuttal material to strengthen the Negative case.
· Tie all major facts together and reiterate what the Negative team has covered.
· Close by asking the audience to concur with the Negative team’s arguments.



Educational Spotlight

Job description: Educating the uneducated

Time: Refer to the program
Conduct this segment from the lectern.

It is recommended that this segment be presented by a member with a minimum of twelve months experience in Toastmasters.

The object of the Spotlight is to educate the audience on any aspect of Toastmasters. It is a good opportunity to:-

· Focus on an area that is being handled inefficiently. For example: Club protocol and responsibilities that are not being observed, ineffective evaluations, the object of Manual Speeches etc. 

· Educate on a specific area of speaking. For example: effective Speech titles, linking of opening and conclusion of Speech, to improve the vocal variety etc.

Although most of our educational tools are found in either this guide or the CC Manual, the introduction of information in this manner reminds the audience of the facts / commitments / protocol.

As with all segments, the Spotlight has an opening, body and conclusion. This is an opportunity to make the information interesting, informative and inspirational.

Due to the fact that this is an Educational session, please ensure that you forward a copy of your ‘Spotlight’ to both the President and the Vice President Education at least a week prior to the presentation. 

This allows time for any changes that may need to be made.

Fortunately/ Unfortunately
Job description: To warm- up our vocal cords

Time: 15-20 sec per speaker (the Toastmaster may ask for less time per speaker if the meeting is well attended).

Conduct this segment from the lectern

This segment begins with a brief introduction. From this introduction, the audience will create a story that unfolds around the table.  The first speaker begins with ‘Fortunately’, the second speaker begins with ‘Unfortunately’ and continues in this alternating manner around the table. This creates the twists and turns of the story. This segment is intended to give everyone a chance to speak and to use his or her imagination.
Guests are encouraged to speak but may pass if they choose.

· Take a watch displaying seconds and a spoon and glass to lectern.

· Briefly explain how the segment is to be run. 

· Build up a short but colourful example, using both ‘fortunately’ and ‘unfortunately’  

· For example:
· Cinderella is in tears. Her three ugly sisters have gone to the ball and she wants to go.  Fortunately there is a call from her fairy Godmother. She is on her way to make this happen. Unfortunately her wings are in need of a service and she stops in mid flight…..

· Now you are ready to begin: Using a BRIEF introduction, end with the first speaker’s name, then say ‘Fortunately’ and indicate to first speaker that they continue their story. Encourage them to stand to speak. With the glass and spoon, indicate that it is time to move on and say ‘Unfortunately’ and the second speaker begins and continues on in this manner.

· Begin with the person at the end of the table on the right or left of you. If both of these are guests, start with any experienced member, moving around the room. This allows guests the opportunity to see how the segment runs before it is their turn to speak.

· Most importantly, you are in charge. Each person will have a maximum of 20 seconds to speak but if they seem lost or floundering, move on to the next speaker. Never embarrass a speaker.

General Evaluator

Job description: Improving the process while overseeing the execution

Time:  Refer to Program

Conduct this segment from the lectern.

The role of the General Evaluator is to provide feedback to those speakers whose segments have not otherwise been evaluated. This includes the Toastmaster, Evaluators, Short Segments and Timekeeper. Evaluation is intended to encourage and inspire improvement. 

An Evaluation should never offend.

Ensure that you have the current edition of the ‘Reference Guide’ to fully understand the requirements on the various segments and suggest the ways in which presentations could have been improved. The responsibility of the General Evaluator is to be accurate when recommending a speaker present a segment in a particular manner.

Sit where you will have full view of the meeting.

Note any changes to the program.

Allow adequate time to give feedback to the Toastmaster. To understand their role, refer to ‘The Toastmaster’ in the ‘Reference Guide’. One of the most important responsibilities of the Toastmaster is to keep the meeting running to time. If a meeting has run considerably overtime, the General Evaluator may offer suggestions as to how this could have been avoided.  

      Eg Shorter Table Topics segment, coffee break or ‘Warm- Up’ segment.

Comment on the quality of the evaluations. Were they positive and constructive?  Did the evaluators focus on the speaker’s Speech objectives?

Avoid boring, unimportant aspects. With your limited time, it is not necessary to comment on room layout, commencement time or other minor details unless suggestions for improvement are warranted. 

Important: The first time you are General Evaluator, sit beside your mentor or an experienced Toastmaster and ask for their assistance. They may observe and suggest important points for improvement that would otherwise go unnoticed.
See General Evaluator’s Report form on the next page.
General Evaluators Report

General Evaluator: __________________________________________ Date: ________
	Category
	Description
	Rating
	Comments

	Start 
	On Time? Were the call to order, welcome and opening remarks handled smoothly and orderly?
	
	

	Visitors 
	How many present? Was each visitor asked to introduce him/ herself? Was each guest made to feel like the most important person in the room? Were they given an information brochure and membership form? How many became members?
	
	

	Introductions
	Consider all introductions: Toastmaster, Visitors, Table Topics Master, Speakers & Evaluators. Were they appropriate, include name and title?
	
	

	Program
	Did the program meet the TM standard of excellence for variety, imagination, and participation? Did the program provide the members with a rewarding, educational experience in communication and leadership development? Did every member speak?
	
	

	Business
	Handled smoothly or did it drag? Was proper parliamentary procedure followed? Too much time spent on triviality or did business get “railroaded through”? 
	
	

	Table Topics 
	Was segment explained well? Did members not on the program participate? Were the topics appropriate? Was time used efficiently?
	
	

	Speakers
	Did they use and follow their manuals? Were they well prepared?
	
	

	Evaluations
	Were the objectives discussed and focused on? How helpful were they?  Were the recommendations appropriate? Consider thoroughness, length and tact.
	
	

	Timing
	Were the time limits observed? Did the meeting flow smoothly? Did it drag anywhere?
	
	

	Fun
	Did the members have fun? Did YOU enjoy it? What was the tone of the meeting? Was it a safe and supportive learning environment?
	
	


Ratings : 5– Excellent,   4 – Good (Above Average),   3 – Satisfactory (Average),   2  - Should Improve, 1 – Must Improve (Requires immediate attention)

Gorrie’s Guide to Meetings
Job description: To have productive meetings.
The following sequence is extracted from Gorrie's Guide and should be used as a reference. 

Opening:


“THANK YOU MADAM / MR PRESIDENT…..I DECLARE THE BUSINESS SESSION OPEN”

Quorum:


“MADAM / MR SECRETARY, IS THERE A QUORUM PRESENT?”
This question can be asked of the Secretary or some member in a position to answer.

Alternatively, the Chair can declare a quorum present or not, if you have been able to determine this before commencing.

A quorum consists of half the active members plus one.   As an example, if active membership is 25, a quorum would require 13 members present.

Apologies:


“SERGEANT AT ARMS, DO YOU HAVE ANY APOLOGIES?”

The SAA should read out clearly the names of those members who have actually notified him of their intention to lodge an apology.

“ARE THERE ANY FURTHER APOLOGIES?”

Other members can state the names of members wishing to record an apology.

“I ASK FOR A MOTION THAT THE APOLOGIES AS STATED BE ACCEPTED.”

Any member may rise, state their name and say “I SO MOVE.”

“IS THERE A SECONDER FOR THE MOTION?”

A seconder should rise, state their name and say “I SECOND THE MOTION.”

“ALL THOSE IN FAVOUR, RAISE A HAND.”  “THOSE AGAINST”

“THE MOTION IS CARRIED.”    (or NOT)

Minutes:
 

 “MADAM / MR SECRETARY PLEASE READ THE MINUTES OF THE PREVIOUS MEETING” (or of any previous meeting whose minutes have not yet been accepted.) Alternatively, if the minutes have been circulated by email, then “The minutes are taken as read.”
“ARE THERE CORRECTIONS OR ADDITIONS TO THOSE MINUTES?”

If the minutes are not correct, direct the Secretary to amend them and to read the corrected version.

“I ASK FOR A MOTION THAT THE MINUTES (or the amended minutes) BE SIGNED AS A TRUE AND CORRECT RECORD.”

 MOVER:     State name       “I SO MOVE.”

“IS THERE A SECONDER TO THE MOTION?”

SECONDER: State name.        “I SECOND THE MOTION.”

VOTE:  “ALL THOSE IN FAVOUR RAISE A HAND.”
“THOSE AGAINST”

“MOTION IS CARRIED.”      (or NOT)

Business Arising:

“IS THERE ANY BUSINESS ARISING FROM THE MINUTES?”

If yes, deal with the business. It is preferable to discuss this possibility with the Secretary beforehand, so that you can be prepared for discussions.

Motions arising from this business are seconded and voted on as above.

You have the discretion to defer these matters to the General Business time.

Correspondence:
“I CALL UPON THE SECRETARY TO READ THE INWARDS CORRESPONDENCE.”

The Secretary reads the correspondence, usually in summary. Newsletters, circulars are tabled. Short letters etc may be read in full. Remember the business session has a limited time. Members may read the correspondence such as printed material after the meeting.

“I CALL UPON THE SECRETARY TO READ THE OUTWARDS CORRESPONDENCE.”

“I CALL FOR A MOTION THAT THE INWARDS CORRESPONDENCE BE RECEIVED AND THAT THE OUTWARDS CORRESPONDENCE BE ADOPTED.’

A mover, seconder, and voting are required as above.

Business Arising From Correspondence:

“IS THERE ANY BUSINESS ARISING FROM CORRESPONDENCE?”

If so, deal with it or defer it to General Business.

Motions arising from correspondence are treated in the above manner.

Reports:


Members of the Executive may have reports to be read, but you should be advised of this before the meeting. Normally, the Treasurer presents a report once per month.

“I CALL FOR THE TREASURER’S REPORT.”

At the conclusion of the report, the Treasurer should move “THAT THE REPORT AS PRESENTED BE ADOPTED.”

Payments in excess of a certain amount need to be ratified by the Club. If this is required, the Treasurer should move “THAT THE ACCOUNTS AS PRESENTED BE PASSED FOR PAYMENT.”

These motions are processed in the normal manner.

Business Arising From the Reports:

Deal with any business arising.  Motions are processed in the normal manner.
Unfinished Business and/or Motions on Notice:

“MADAM / MR SECRETARY IS THERE ANY UNFINISHED BUSINESS FROM PREVIOUS MEETINGS.”

“ARE THERE ANY MOTIONS ON NOTICE?”

Deal with any unfinished business. Process any motions as before.

Motions on Notice have not yet become motions. The person giving notice of these motions should be given the opportunity to speak to their motion, and move for its adoption.

“ARE THERE ANY NOTICES OF MOTIONS FOR THE NEXT MEETING?”

The Secretary should record any notices intended to be dealt with later.

General Business:
“IS THERE ANY GENERAL BUSINESS?”

Members may raise matters as necessary. The Chair must be mindful of the time allotted to the Business Session. If the meeting will require longer time, the permission of the members must be obtained. Accordingly, any member may move, or the Chair may so request, a motion for an extension of time. The amount of time must be stipulated, eg. five minutes. The aim of the Chair is to keep the session as short as possible. Endless discussions must be terminated.

“THAT CONCLUDES THE BUSINESS SESSION.” 

At this point, the Chair should warmly introduce the Toastmaster for the evening, and formally hand control to that person.

NOTES:  One of the aims of Toastmasters is to train members to have the ability to conduct meetings. With this in view, the President should appoint suitable members as Chairperson to enable them to gain this experience.

You should familiarise yourself thoroughly with Gorrie’s Guide to help you to conduct a smooth Business Session. Most meetings proceed without difficulty, but occasionally the Chairperson has to have a working knowledge of procedures.

All remarks and discussions are to be directed to the Chair.

Speakers for and against the motions are to be given reasonable opportunity to state their points of view. When the mover has spoken to his motion, the Chair should call for a speaker against the motion, and then alternate between speakers for and speakers against. Discussions must be limited, since the session has only an allocated time.

The role of the Chair is to find the will of the members and to conduct the meeting without bias.

Therefore the Chair must refrain from presenting motions. (The exception is where the Chair presents a report. It is appropriate for the Chair to then move that the report be accepted.)
A Motion must have a Seconder before it can be considered.

A motion must be discussed. Discussion is not necessary for procedural motions that may take place prior to the Business Session, but the Chair should allow discussions on motions which involve changes of a substantive nature.

The mover has the right of reply prior to voting but may not introduce new material. The seconder has the right to speak, and may choose to speak early in the discussions, or reserve the right to speak at the end of the discussions.

Some Facts about Motions:
A Motion is a proposed resolution before the resolution has been adopted.

There are two kinds of motions: Procedural and Substantive.

A Procedural Motion is a motion dealing with the conduct of the meeting itself eg. : “That the apologies be accepted.”

A Substantive Motion is a motion ordering something to be done, authorising some past or proposed action, or expressing the opinion of the members on some matter.

A Resolution is a formal determination by an organised meeting.

The Wording: The motion should be quite specific; the Chair should not accept a motion that is ambiguous. It should commence:   “I, (name) move that…."

The Chair should ensure that the Secretary is able to record the motion correctly. 

The Procedure 

The mover must obtain the permission of the Chair. This is done by standing, raising one hand, or addressing the Chair to gain attention. When recognised, the mover should stand, state their name, and explain the purpose of the motion. Finally, the motion should be presented in clear, concise and unambiguous words.

The mover must take this opportunity to “speak to the motion,” and cannot exercise any right to speak later. However, the mover retains the “right of reply,” and may exercise this right before voting takes place.
The seconder of a motion may be given the opportunity to speak in support of the motion, but has the prerogative of reserving this right, and may exercise the right at the end of discussion, before the motion is put to the vote.
Grammarian

Job description: The syntax sentinel 
Time:   2 ‑ 3 minutes.
Conduct this segment from the lectern at the end of the program with a brief Introduction of 1 minute at the beginning.

Being Grammarian is an exercise in expanding your listening skills as well as helping the audience improve their word usage and grammar.

Your role is to note excellent examples of word usage, grammar and pronunciation.   This applies to all participants (except guests). Your role is also to note incorrect usage of grammar and pronunciation. 
Either you, as Grammarian or the Toastmaster for the evening should announce to the audience early in the program that all speakers are being listened to (and later commented on) for the purpose of grammar/ word usage and pronunciation throughout the program.

· Speakers’ names can be mentioned when commenting on examples of excellence.  
· When commenting on incorrect usage, make general comments rather than name the speakers to identify them. By using general comments, you alert the speaker without identifying them and therefore avoid embarrassment.
· Comment on use of the ‘Word of the Day’.
There is a Grammarian’s Report form on the next page.
Grammarian's Report

Date: ___________________By:___________________________________

Especially effective words or phrases

Name


Usage


Name


Usage         _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Grammar/Word Usage Errors

Name 

word/phrase


Suggested Improvement

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Pronunciation Errors

Name
 Error
Correction

Name    Error

Correction

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Word of the Day: _________________________________

Word of the Day used by:

__________ ___________ _________ __________ _________ ____________ __________ __________

__________ ___________ ________
__________

AH Count 

Nam
     Error
  Count

Name

     Error

Count

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If Only

Job description: To warm- up our vocal cords
Time: 15 sec per speaker (The Toastmaster may ask for less time per speaker if the meeting is well attended).

Conduct this segment from the lectern

The purpose of this segment is to warm up the meeting and give everyone a chance to speak (from their places). Guests are encouraged to speak but may pass if they choose.

Take a watch displaying seconds and a spoon and glass to lectern.
· Briefly explain how the segment is to be run.

· Each speaker will start with the statement "If Only..." i.e. "If only I hadn't finished that bottle of scotch last night ‑ I wouldn't have this headache now"

· Give a brief example of your own to get the segment rolling.

· Begin with the person at the end of the table on the right or left of you. If both of these are guests, start with any experienced member, moving around the room. Encourage them to stand to speak. This allows guests the opportunity to see how the segment runs before it is the guest’s turn to speak.

· Allow approximately 15 seconds for each speaker.  Use the spoon and glass to indicate that it is time for the next speaker to begin. 

· If a speaker is floundering pass to the next person. 

· You are in charge. As the ‘If Only’ master you keep the segment running smoothly and avoid embarrassing any member. 

· Imagination and humour are to be encouraged.

Introducing a Guest Speaker
Job description: To introduce appropriately.
Introducing a speaker within our Club is covered in the ‘TOASTMASTER’ section of the ‘Reference Guide’. However, occasionally you may be also called upon to introduce a guest speaker from another Club or organisation.

The Objectives of the Introduction are to:
· Bring 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
· Know the Guest Speaker’s name, title, status, qualifications and project. Find these out in advance.

Be Positive/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. The 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.

· When you are invited to speak at an outside organisation, supply your own written introduction.
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.   Eg   "... and now, to speak to us on........please join me in welcoming to the lectern tonight's guest speaker......"

Invocation

Job description: To set the ambience 

Time: 1minute

The Invocation, usually a prayer or inspirational thought, is an optional part of club meetings. It is usually delivered by a designated club member at the beginning of the meeting, and is sometimes combined with or replaced by the Pledge and/or the Thought of the Day. 

Because Toastmasters is a worldwide organization that include people from many different religious groups, choose a respectful approach, and the speaker should be sensitive to the diversity of cultures and religions in the audience. 

If you are new to Toastmasters and you are nervous about the thought of speaking in front of people, you can use this role to build confidence while serving a small and important function for the club.

Before the Meeting
Prepare a brief Invocation, no more than one minute in length. In your Invocation, make universal references. Treat it as you would any other speech – craft it carefully, memorize it and practice delivering it before the meeting.

During the Meeting
Arrive a little early to let the Toastmaster know that the role will be covered for the meeting. When called upon by the Toastmaster, stand up and deliver your Invocation to the group. 

Jokemaster
Job description: To get a laugh
Time: 2 ‑ 3 minutes.

Conduct this segment from the lectern

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 objectives of this segment are to lighten up the evening, to give a humorous break between Speeches or Evaluations or to provide a smooth transition and to get the audience in a receptive mood after the break.

You may also consider presenting a humorous story, anecdote, poem or quote.
Although this segment is not necessarily a mini‑Speech segment, take the time to practise and prepare your item.  By avoiding the use of notes, you are able to use body gestures and eye contact to add extra impact to your presentation. Then just relax and enjoy telling your joke or story.

Jokemaster Competition

Job description: To get the most laughs

 The Joke segment can be used in the club in a competition form.  In this way it will allow members the opportunity to see who is the Master of the Joke.

Three members tell a joke for a maximum of 2 minutes each.
A nominated member will chair the competition.

Before the meeting, the Chairman: 

· Asks three of the club guests to score the jokes for the club.  They will enjoy the involvement.  Have a member sitting next to each guest, ready to lend a hand if needed.
· If not enough guests, ask the newest members of the club to score (maximum of three)
· Prepares three sets of A4 paper with large numbers marked on them. Numbering is from 1 to 5 on each set.
· Can provide a small reward for the winner, e.g. Chocolate bar.
· Selects the speaking order (by any method).

From the front of the meeting, the Chairman:

· Introduces the competition by informing the audience that three members will compete to find the ‘Master of the Joke’. The Chairman also indicates, by name, the guests who will be scoring the jokes.
· Reminds the speakers they will be given a green light at 1min, amber at 

1min 30 sec, red at 2mins. Disqualification if they speak after the red light shows.
· Asks the guests to score each joke at its conclusion by holding up one of the sheets of paper with a number that will correspond with how humorous they thought the joke was. (#5 being highest score)
· Introduces each speaker: ‘Ladies and gentlemen, with his joke for the night, please welcome .John Smith’ and leads the applause as the speaker moves to the front.
· The timekeeper will time each joke (see 1-2min timing lights) and will tally the voting score to establish the winner.

Last Week I .....................

Job description: To warm- up our vocal cords

Time: Maximum 15 sec per speaker (the Toastmaster may ask for less time per speaker if the meeting is well attended)

Conduct this segment from the lectern

The purpose of this segment is to warm up the meeting, let members get to know others more personally and give everyone a chance to speak (from their places). Guests are encouraged to speak but may pass if they choose.

Before the Meeting:

· The topic will be what people have done recently that was important to them in a short response e.g. ‘Last week I …..’

· The time per speaker listed above is the recommended time. However, it is the responsibility of the presenter to keep within a total timeframe to suit the program. If the meeting is running overtime or the attendance is large, you may be required to shorten the individual responses. The Toastmaster will advise.

At the Meeting:

· Take a watch displaying seconds and a spoon and glass to lectern.

· Explain how the segment is to be run, i.e. each member briefly addresses the topic, (one sentence only) beginning with the words “Last week I ….”

· Have an example ready to show what is required e.g. ‘Last week I went waterskiing for the first time and it was terrific fun.’

· Begin with the person at the end of the table on the right or left of you. If both of these are guests, start with any experienced member, moving around the room. Encourage them to stand to speak. This allows guests the opportunity to see how the segment runs before it is their turn to speak.

· Allow a maximum of 15 seconds for each speaker (or less if requested by the Toastmaster).  Use the spoon and glass to indicate that it is time for the next speaker to begin. 

· If a speaker is floundering, pass to the next person. You are in charge. As Last Week I … Master you keep the segment running smoothly and avoid embarrassing any new member or guest.

Listening Critic

Job description: To reward those paying attention

Time:  2 - 3 minutes

Conduct this segment from the lectern at the end of the program- with an Introduction of 1 minute at the beginning.

The role of the Listening Critic is to test our listening skills by asking questions about the various segments from the meeting’s program.

During the course of the evening devise at least ten questions based on specific points from participation of other members, e.g. "In Debbie’s Speech, what was the name of the primary school she attended?”

Or "During Sam’s restaurant review, how did he describe the food?”

Either you, as Listening Critic or the Toastmaster should announce to the audience early in the program that all speakers are being listened to for the purpose of devising questions to be posed at the end of the program.

Explain to members how the segment is to run, including fines (see below)

· Either fine 20 cents for each incorrect answer or reward members with a chocolate for every correct answer.

· Whenever possible, ask the questions of those members who have not appeared on the program. Ensure that you have an up- to- date membership list to assist you in remembering the names of those present 
· Halfway through, ask if any guests would like to participate. This allows them time to understand the segment.

· This segment is not meant to embarrass anyone. Keep the mood light and at a quick pace.

Newspaper Headlines
Job description: The articulate ad-libber

 Conduct this segment from the front of the meeting, without the lectern.
Toastmasters have a tradition ‑ every member speaks at a meeting.   

The Newspaper Headlines session is a version of Table Topics, which is the segment that offers members who are not on the program the opportunity to speak. Therefore, read the section about Table Topics to familiarize yourself with the purpose and how to run the session before and during the meeting.  

 Explain to the meeting that Newspapers have articles of interest in them and the headline gives us a clue about what the article will be about. Explain that you will open the newspaper and read out a headline, then will choose a member to make up a story for 1-2 minutes that fits with the headline.

For Newspaper Headlines, you will need a newspaper. 

Panel of Experts

Job description: The articulate ad-libber

Conduct this segment from the front of the meeting, without the lectern.
Toastmasters have a tradition ‑ every member speaks at a meeting.   

The Panel of Experts session is a version of Table Topics, which is the segment that offers members who are not on the program the opportunity to speak. Therefore, read the section about Table Topics to familiarize yourself with the purpose and how to run the session before and during the meeting.  

 Explain to the meeting that you will be discussing a topic of news, controversy, or interest to the members with a panel of experts. You will introduce the topic for discussion succinctly and then tell the members that you have invited a select ‘Panel of Experts’ to the meeting to discuss the topic. Choose a range of industries or occupations relative to the topic. Introduce members as the expert in a certain field and invite them to respond to the topic for 1-2 minutes. 

Parliamentarian

Job description: To ensure accurate procedure in business meetings 

The Executive may appoint any member with reasonable experience in the conduct of meetings to act as Parliamentarian.  Familiarity with Renton's Rules of Parliamentary Procedure and Gorrie's Guide (on an earlier page) is recommended.

During The Meeting:
The Parliamentarian has the responsibility of ensuring that the meeting is conducted in accordance with correct procedure, and should raise “points of order” by drawing to the attention of the Chair any serious breach of the rules of correct procedure.

If the Business Session is one which is formal or, if it is expected to contain motions of a complex or controversial nature, the Parliamentarian should sit close to the Chair. They are an adviser to the Chair, but also an instructor to the club members, and should briefly explain the reason for their rulings or “points of order.”

Evaluation:  


If an evaluation is required, the Parliamentarian may present an evaluation limited to the Business Session.  This can be programed to be given at a reasonable time after the business is concluded.

The evaluation should be presented from the lectern, and may cover the following aspects:

The time taken in comparison with the time allowed.

Was an extension of time requested?

Was business conducted without the necessary quorum being present?

Did the Chairman follow correct procedure?

Did members address the Chair in the correct manner?

Were motions correctly put?

Were they acceptable, or should they have been ruled “out of order?”

Were they correctly discussed?

Did the Chair maintain impartiality?

Were ineligible members allowed to vote?

Was decorum maintained throughout?

Were minutes kept to record the business?
Please Explain
Job description: The articulate ad-libber

Conduct this segment from the front of the meeting, without the lectern.
Toastmasters have a tradition ‑ every member speaks at a meeting.   

The Please Explain session is a version of Table Topics, which is the segment that offers members not on the program the opportunity to speak. Therefore, read the section about Table Topics to familiarize yourself with the purpose and how to run the session before and during the meeting.  

Explain to the meeting that you will be giving a scenario that needs explaining. Make it a short description of something that has happened and you need that person to explain why it happened in 1-2 minutes. For example, everyone has got together for a family brunch for Christmas. It is hot and people are hungry. When the lid is lifted off the chicken casserole, it is half empty and there is not enough for everyone to eat. Please explain. 

Prepare To Speak

Job description: Show your vocal verve! 

The opportunity to speak before an audience is one of the wonderful privileges offered to all Toastmasters meetings. It is important to follow correct procedure when approaching the lectern prior to speaking.

Ensure that you have a current program for reference. This will advise you when your segment will take place. 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! While the previous speaker is being applauded, move to the ‘Ready Chair’ which is to the side at the front of the room. Go to the lectern when the introduction is completed and the audience is applauding your arrival.

If you are visiting another club which does not have a ‘Ready Chair’ move unobtrusively to the front and stand to one side until your introduction is completed.

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

The introduction completed, the Toastmaster will remain standing and silent awaiting your acknowledgment. Looking directly at the Toastmaster, commence your speaking with the words "Mr. Toastmaster,..." or "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.  

Continued on the next page
When you have concluded your segment and finished speaking, again, look directly at the Toastmaster and finish with the words, ‘Mr. Toastmaster’ or ‘Madam Toastmaster’. This procedure correctly allows the Toastmaster to resume control of the meeting.  

If you are using audio visual material or props of any description always advise the Sergeant at Arms who will see that things are set up for you. Ensure that he knows when, where and what you need.  
Avoid setting props or equipment up yourself just prior to speaking. It will distract the attention of the audience.

Quotemaster

Job description: To inspire

Time:  2 ‑ 3 minutes

Conduct this segment from the lectern.

This segment is an opportunity to share with the rest of the members a quotation that has special meaning for you. Your further thoughts may then be used to expand the segment. 

This segment is different from the Tonic in that the quote is given from memory.  

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

· Memorise the quotation. If you are more comfortable with notes, ensure you are familiar enough with the quote to enable eye contact with your audience when you speak.

· 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 project, or a mini- Speech. There is to be an opening, a body and a conclusion.

Raffle

Job description: To practice selling 

Time:  2 ‑ 3 minutes

Conduct this segment from the lectern.

This segment is an opportunity to perfect your sales pitch in an entertaining manner.

You will be required to be available at the coffee break to promote ticket sales.

Before the Meeting:

· Purchase a prize of your choice of approximately $10 in value.  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 if there is a theme for the evening as you may wish to purchase an item to fit in with the theme.

· Check with the Sergeant-at-Arms to ensure that the Club has raffle tickets. 

· Tickets are usually 50 cents each or 3 for $1.00.  This may vary in accordance with the Raffle.

· Check with the Treasurer to ensure that you have a 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, body and conclusion, all aimed at motivating the audience to BUY!   BUY!   BUY!

· Use your imagination and creativity to enhance the suspense.

· Let your audience know where you will be during the break for ticket sales. Mingle with the crowd to sell tickets!!

After the Meeting:

· Reimburse yourself for the cost of the prize from the ticket sales or donate it if you wish. 

· The Treasurer receives the remaining funds (donations always accepted!)

Review

Job description: To enlighten

Time:  2 ‑ 3 minutes

Conduct this segment from the lectern

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 subject has evoked for you.

· The subject of your review is of your own choosing. You could review a book, movie, piece of music, restaurant or 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 partake of the item you are reviewing. Bring the book or article along with you

· Check to see if there is a theme for the evening and, if possible, connect the topic of the review to the theme.

· If you are reviewing a book or a movie, keep the ending a secret so you are not giving it away!
Round Robin
Job description: To warm- up our vocal cords

Time: 15 to 20 seconds per speaker (the Toastmaster may ask for less time per speaker if the meeting is well attended).

Conduct this segment from the lectern.

The Round Robin is a short segment that is intended to warm and liven up the meeting. It is a ‘round the table’ segment that allows everyone a chance to speak. 


There is no intention of a coherent flow or theme to a Round Robin and it may go in any direction the members choose. It does, however, require some skill. Guests are encouraged to speak, but may pass if they choose.

· Take a watch displaying seconds and a spoon and glass to lectern.
· Briefly explain how the segment is to be run. To avoid confusion ensure that you clearly explain that there is no need for a coherent flow in the story. (See ‘In a Nutshell’ below)

· The skill is in picking up the last word of the previous speaker. 
· The response of each speaker will start with the last word spoken by the previous speaker e.g.  ‘…. …suddenly the doors …’       new speaker:  ‘doors come in many shapes and sizes…’    

Continued on the next page.
Most Important: 

· The response starts with the actual word that was last spoken, rather than ‘ah, I remember when the doors…’        

· Provide a very brief lead-in to the word that you will use to start the segment. Check to see if there is a theme or use the Word of the Day.

· Begin with the person at the end of the table on the right or left of you. If both of these are guests, start with any experienced member, moving around the room. Encourage them to stand to speak. This allows guests the opportunity to see how the segment runs before it is their turn to speak.

· If the first speaker has not understood the procedure, politely reinforce the way the segment will be run, otherwise other speakers may follow the incorrect version.

· Each person will have a maximum of 20 seconds to speak (or less if advised by the Toastmaster). After you indicate to stop with the glass and spoon, repeat the last word said for the new speaker, i.e. "doors" 

· Most importantly, you are in charge. Keep the segment moving.  Remember the speaker has a maximum of 20 seconds but if they seem lost or floundering, move on to the next speaker. Never embarrass a speaker.



Show and Tell
Job description: The articulate ad-libber
Conduct this segment from the front of the meeting, without the lectern.
Toastmasters have a tradition ‑ every member speaks at a meeting.   

The Show and Tell session is a version of Table Topics, which is the segment that offers members not on the program the opportunity to speak. Therefore, read the section about Table Topics to familiarize yourself with the purpose and how to run the session before and during the meeting.  

Explain to the meeting that you have a collection of goodies in your bag. Members will be chosen to come out and pick one of the goodies from your bag and talk about it for 1-2 minutes.

You will need to have at least 6 interesting/ everyday items in your bag that members could select from and talk about.

Soapbox

Job description: To get it off your chest!!!

Time:  2 - 3 minutes

Conduct this segment from the ‘Soapbox’

This is an opportunity for you to climb on to your soapbox and "tell it like it is".  If you have 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.  

· 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 that it is suitable for the program with the Vice President Education.

· Arrange with the Sergeant-at-Arms to set up the ‘Soapbox’ prior to your presentation.

· When you are on your soapbox:

· Set the stage.

· Build the enthusiasm.

· Motivate your audience.

· Your presentation will be a mini-Speech with an opening, body and conclusion.

Speech Evaluator
Job description: To offer a constructive evaluation

Time:   2 ‑ 3 minutes

Conduct this segment from the lectern.  

Speech evaluation is a very important part of a Toastmasters meeting. A constructive evaluation will educate both the speaker and the audience. 

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.
Before the Meeting:

· Contact the speaker and discuss the speech project. Remind the speaker to bring the Manual they are working on for your written evaluation. 

· Familiarise yourself with the objectives of the speech. 

· Ask if the speaker has any specific areas that they would like to have addressed.
· Refer to the evaluation sheets (next pages) 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.  Do this with empathy and sensitivity.  Evaluation is a positive experience designed to help people work on weaknesses and acknowledge their strengths.

· As the evaluation is limited to three minutes, present only the most important points to help the speaker improve the speech.  Remember:-

· Evaluate rather than summarise the speech

· Keep to the objectives of the speech

· Make your points simple   

· Be helpful in your comments rather than critical

The evaluation is the most important part of the educational program and it benefits both the audience and the speaker. For all members to gain the most benefit, ensure that all points of praise and points for improvement are supported with reasons and illustrations. 

Remember, this is a mini- 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, refer to them as ‘the Speaker’ or by their name.

Write your report on the written evaluation page of the Manual.  Keep it brief and to the point.   If the speaker has requested additional information, supply this on a separate sheet.

For more information, please refer to the booklet "Effective Speech Evaluation".

Speech Evaluation Reference Points

SPEECH PREPARATION

SPEECH CONTENT

SPEECH CONSTRUCTION


PRESENTATION







Continued on next page …..

VOCABULARY AND GRAMMAR 




























USE OF NOTES

GESTURES: FACE / HANDS / BODY 
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EYE CONTACT


















VISUAL AIDS

VOICE


Speech Evaluation Sheet

Speech Title: ……………………………………………………   Time: ……………………..

Objectives: ................................................................................................................................................................................................................................................................................................................................................................................................................................................
Opening of their speech:   

Body of their speech:
Summary of their speech: 

2 x Highlights:

1.

2.

1 x Area for improvement and how/ why to make those changes:

What I enjoyed about the Speech:

Encouraging close:

Speech Presentation

Job description: Show your vocal verve! 

Prepared Speeches are the highlight of every Toastmaster meeting.  By meeting the objectives of each Manual Speech, we gain the communication skills to become effective and confident speakers. 

Before the Meeting:
· Prepare and rehearse a Speech to meet the objectives of the Manual project.   Remember, the better the preparation, the greater the gain. Always draw on your mentor's expertise during preparation and rehearsal.

· Advise the Toastmaster of the Manual being used, the Speech number, project objectives, time allowed for Speech and title.   Help the Toastmaster prepare a meaningful introduction of you by providing information that will ‘set up’ this Speech.

· Prior to the meeting speak to your Evaluator and advise them of the Speech number.   Discuss with your evaluator any areas that you are particularly working on so that you will get the feedback you require. This also gives them the information they require to introduce you appropriately.

· If possible ensure that your mentor is present during the presentation of your Speech. Your mentor will be monitoring your overall progress more closely than the evaluator who evaluates your Speech during the meeting.

At the Meeting:

· If the Speech is a particularly important one, i.e., 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 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 to establish where improvements are needed in your next presentation. 

· If you feel disappointed with your Speech presentation or feel that you did not meet the Speech objectives, arrange with the Vice President Education to repeat your Speech or deliver it at a different Club. This is a rewarding and satisfying experience.

· After your evaluator has returned your Manual, ensure the Project Completion Record at the back of the Manual is completed and signed by the Vice President Education.

Table Topics Evaluator
Job description: To tell us how good the ad-libbers were

Time:  2-3 minutes

This segment is conducted from the lectern.

The role of the Table Topics Evaluator is to evaluate the speakers of the Table Topics session. This is accomplished by making brief comments on how the mini- Speech was presented.

Before the Meeting:

· Ask the Table Topics Master for a copy of the topics.

· Have evaluation sheets copied from the next page.
At the Meeting:

· While speakers are delivering their Table Topics response, make brief notes that will summarise your evaluation of their Speech. 

· Remembering that you will devote only 30 seconds to each speaker during your evaluation, consider the following:-

· Was the question answered?

· Did the speaker stay with the topic?

· How you can recommend ways for improvement

· Were you convinced and impressed?

· Was the Speech well organised, with an opening, body and a close? 

· Was there an effective use of: vocal variety, voice projection, eye contact, and gestures.

· When delivering your evaluation, refer to the topic briefly. Repeating the topic takes up valuable time and adds nothing to your evaluation.

· Avoid looking directly at the speaker which can be embarrassing. The evaluation is for the education of the whole audience.

· When referring to the speaker, avoid the direct ‘you’. For example:-Rather than ‘I would like to see you use more …..’, it is preferable to say  ‘I would like to see Jennifer use more …..’ or ‘I would like to hear the Speaker use more …...’

· The three S's is a simple guide to an effective evaluation. Support comments, Suggestions for improvement and Summary.

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

· The Topics Master may suggest that speakers focus on a particular aspect of speaking eg body gestures, Speech construction.  As the Evaluator, you also may choose to limit your evaluation to one specific area, e.g. how did the speaker address the topic?  In either of these instances, your comments would be much more specific. You would then:

· Give examples of how the speaker effectively addressed the specific aspect. 

· Show where the speaker could have improved, giving an example

· Conclude the evaluation on a positive note.

· The General Evaluator will comment on the overall presentation of the Table Topics session. 
Table Topics Evaluation Sheet

	Name:



	Topic Question:



	General Comments:



	Suggestions For Improvement: 



	Summary:




Main Points for Comment: Use one or two of these points- not all of them.

· Was the topic answered and did the speaker stay with the topic?  

· Was it presented in a well-constructed manner?    

· Were the gestures, eye contact and vocal variety adequate?  

· Was it an imaginative response?  

· Was humour used?

	Name:



	Topic Question:



	General Comments:

Repeated Question?  ____________  Eye Contact  ____________  Gestures  __________

Opening, body & conclusion  ______________ Vocal rate/projection  _______________

What did the speaker do really well?  _________________________________________



	Suggestions For Improvement:



	Summary:




Photocopy sufficient sheets to cover all of the Table Topics speakers.
Table Topics Evaluation Team


Job description: To tell us how good the ad-libbers were

Time:  maximum 30 sec per speaker.

This segment is conducted from the lectern.

Working with another Evaluator as a team:

Some members (especially a new member) may feel more confident sharing the Table Topics Evaluation. By evaluating alternate speakers, the Evaluator has more time to prepare the report.

Before the Meeting:

· Meet with your Co-Evaluator to establish:

· Who will evaluate the odds / even Speakers.

· Ensure that you have both received a copy of the topics from the Topics Master.

During the Meeting:

· You will sit together to ensure that the correct team member is evaluating each speaker.

· To deliver your reports, both evaluators will proceed to the lectern. Either the ‘odds’ Evaluator delivers their complete report while the team partner stands a little behind and to the side of the lectern, then the ‘evens’ Evaluator will deliver their complete report.
· Or, the two evaluators can alternate giving their evaluations as the order of the Table Topics were given in.

· At the conclusion, the last Evaluator will say, ‘Mr / Madam Toastmaster that concludes our evaluation of the Table Topics’ and both return to their seats.

Table Topics Master

Job description: The chooser of Topics
Conduct this segment from the front of the meeting, without the lectern.
Toastmasters have a tradition ‑ every member speaks at a meeting.   

The Table Topics session is the segment that offers members not on the program the opportunity to speak. Therefore you, the Topicsmaster, have the responsibility of ensuring that the members not on the program are the members you select to respond to your topics.   

The purpose of this segment is to have members "speak on their feet" for one to two minutes. The speaker addresses the topic in a logical, well-constructed mini-Speech. The Topicsmaster prepares and presents the topics.

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

Before the Meeting:

· Check with the Toastmaster to find out if the meeting has a theme. If required, prepare topics that will fit in with the theme.   If no theme is scheduled, choose a wide selection of topics. 

· Be creative!  When choosing your topics, select ones that will encourage the speakers to use their imagination, give their opinions and have fun. The Toastmaster magazine offers innovative ideas.

· Keep the topics simple.   Phrase them in such a way that the speaker will know exactly what you want them to talk about.  e.g. ‘What is the truth about the Easter Bunny and the eggs?’ 

· Keep your questions short. Your job is to give others a chance to speak, not to give a series of mini‑talks yourself.

· This is not an intelligence or general knowledge test. It is intended to be a segment that embraces imagination and creativity in a well-constructed mini-Speech. To avoid embarrassment, take care to ask questions that can be answered by all members from all walks of life. Avoid topics that require specific knowledge.

· Prepare ten topics although, in most instances, only six will be presented.

· Prepare three extra copies of the topics you will use.  One copy for each evaluator (if two evaluators) and one for the timekeeper.

Continued on the next page.
When you arrive at the Meeting: (before the meeting begins)

· Write your list of names of all present who are not on the program. These are the members who will receive a topic. Only if time permits may you next call on members who are presenting the shorter segments. The Toastmaster, Evaluators and Manual Speech presenters will be chosen last. 

· Ask guests if they would like to participate in Table Topics, explaining that their participation is optional. Inform them that, halfway through the segment, you are going to ask if any guest would like to participate, as they may now feel more comfortable in accepting your invitation.

· Ask the SAA to remove the lectern before you go out to present Table Topics. 

· Check that the ‘Ready Chair’ is in place.

During the Meeting:
· Adjust your list of names accordingly when the Toastmaster announces any changes to the program.

· Remove the lectern to the side of the room.

· When introduced, briefly state the purpose of the Table Topics session. Explain that the topics answer is to be between 1 and 2 minutes. The green light will go on at the 1 minute mark, yellow light at 1 min 30seconds, and the red light will go on at 2 minutes and will stay on till the speaker finishes. 
· Set the stage for your Topics program. Keep your remarks brief but enthusiastic. If the club has a ‘Word of the Night’ encourage speakers to use the word in their response.

· From your prepared list you now call on speakers at random.  Avoid going around the room in the order in which people are sitting. 

· 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.

· After your speaker joins you at the front of the meeting, be seated in the ‘Ready Chair’. Resume your position at the front as soon as the speaker has concluded their response. As in all segments, there should always be a speaker in control.

· Watch your total time!  Check the printed agenda for the total time allocated to Table Topics and adjust the number of questions to end your segment on time. Even if your segment started late, it is your responsibility to end on time to avoid the total meeting running over time. 

· Keep your eye on the Toastmaster. They have control of the time and will indicate if you are to finish early.

Table Topics Speaker
Job description: The articulate ad-libber

Time: 1-2 minutes

Your response is delivered from the front of the room without the lectern.

Objective:

· Impromptu speaking (thinking and speaking on your feet) is the skill we most commonly use in our daily lives. This segment is your chance to learn and practise your impromptu speaking skill and to present your thoughts in a clear, organized and interesting manner.

At the Meeting:

· As the Topicsmaster begins each topic, formulate your response as though each topic will be yours. This is great practice in quickly organizing your thoughts and you will be prepared when you are the recipient.

· As you walk to the front of the meeting, you will have time to prepare an interesting opening to your mini-Speech.

· There are many ways to address a topic and as you become experienced you will discover your own. The following are a few suggestions that will assist you:-

a. Use the First Idea that comes to mind: Then take a moment to formulate an opening to your mini-Speech. Once you begin, keeping the topic the focus, elaborate on the body of the Speech and conclude by bringing the topic back for the conclusion.

b. P.R.E.S. The P.R.E.S. method provides a framework that suits many topics. If the topic is ‘What is the best type of pet?’ Begin by making your:  

    POINT e.g.  Snakes are the best pets




    REASON e.g.  They eat very little

    EXAMPLE e.g.  My pet snake ate only one mouse every few days      

    SUMMARY e.g.  So that is why I think snakes make the best pets

c.    P.P.F. The P.P.F. method is adaptable and easy to remember. It uses the past, present and future as the basis for your topic.  “Children should be seen and not heard” could be answered as follows:




    In the past it was often said that children.........




    Today (present) children are given a far more active role........




    In the future I think children........

As with all speaking roles in Toastmasters, use this as an opportunity to improve your skills in the areas of voice, eye contact and body gestures.

Tall Tale or True?
Job description: To entertain and intrigue

Time:  2 ‑ 3 minutes

Conduct this segment from the front of the audience.

This segment is a fun opportunity for speakers to use their creativity and imagination.

The speaker tells a true or false story. At the conclusion of the story, the Toastmaster asks the audience to indicate, by show of hands, whether they think it is true or false.

Tall Tale:

The speaker tells a story which is false, but tells it in such a manner that the audience is convinced that it is true. Humorous, entertaining stories are preferable.

If the audience believes your Tall Tale is true, your presentation was successful.

True Tale:

The speaker tells a story that is true, but tells it in such a way that it sounds fabricated. Humorous, entertaining stories are preferable.

If the audience believes your True story is false, your presentation was successful.

Thank God You’re Here!

Job description: The articulate ad-libber

Conduct this segment from the front of the meeting, without the lectern.
Toastmasters have a tradition ‑ every member speaks at a meeting.   

The Thank God You’re Here session is a version of Table Topics, which is the segment that offers members not on the program the opportunity to speak. Therefore, read the section about Table Topics to familiarize yourself with the purpose and how to run the session before and during the meeting.  

 Explain to the meeting that you will outline an absurd scenario that needs immediate attention. Describe the scenario and introduce the person to fix the situation. Encourage them to be creative in their solution and to use acting and miming to demonstrate the solution. Ask a member to attend to it immediately and introduce them by saying “Thank God you’re here …..”, like the TV show of the same name.  That person can tell the meeting what they would do to fix the situation using actions and mime along with their explanation, perhaps ending with a twist. 

It is intended to be a humorous segment.

. The Toast

Job description: To highlight excellence

Time:  30 Sec - 2 minutes

A Toast will often be called for at a meeting where food and drink are consumed.  The reason for the toast will vary but usually it will be 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.

· At the beginning of your Speech inform members and guests that they require a glass of beverage. Be creative. Avoid the old ‘charge your glasses’ cliché.
· For example: "Ladies and Gentlemen please ensure your glasses are filled in preparation for the toast". 

· It is customary to Toast with a sparkling wine. However, for those who do not drink alcoholic beverages a glass of water will be suitable.


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

· When you propose the toast, your format will vary.  It will depend on whether the person who is receiving the toast is present or not.  If the person is present, be sure to include their 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.  Once again, be creative to avoid the old cliché, ‘be upstanding’.   For example:  a simple ‘please stand as we offer 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.

· The segment is short and simple.

Thought of the Day

Job description: To inspire, challenge and motivate! 

Time: 1 minute

The thought, an inspiring quotation that sets the tone for the day’s meeting, is a welcome option in many clubs. It is usually delivered by a designated club member at the beginning or the end of the meeting, and is sometimes used as a replacement for or in combination with an Invocation or Pledge of allegiance.

If you are new to Toastmasters and are nervous about the thought of speaking in front of people, you can use this small but valuable role to build your confidence. 

Before the Meeting 
Find a meaningful quotation, preferably one that relates to the day’s theme, and prepare a brief introduction to the quote. Treat it as you would any other speech – craft it carefully and practice delivering it before the meeting. 

During the Meeting 
When called on by the Toastmaster, stand up and deliver your Thought of the Day to the meeting.

Timer

Job description: Keeping everyone to time 
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 and during the meeting, the Toastmaster will ask you to give time reports. 

There is no need to elaborate in your reports.

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, a buzzer or bell is available.
 Familiarise yourself with the operations of the stopwatch and the timing lights. 

Ensure that you know the timing procedure and limits for each segment. For speaking games (e.g. Round Robin etc) involving all present, the individual timing will be controlled by the segment presenter. The Timekeeper is responsible for the overall segment timing only.

At the Meeting:

Throughout the program signal each program participant with the light or other device as befits the need i.e. an audio signal for the visually impaired.

Record the times of all segments.

With Table Topics it is recommended that you give a brief title with each speaker’s name. Eg “John Smith spoke about his birthday for 1 minute 30 seconds”.  Ensure the Table Topics Master has given you a list of the Topics. You are required to record an overall time for this segment.

Present your reports when requested and conduct this segment standing from the Timekeeper’s position. Conclude your report with advice as to whether the meeting is on time or how many minutes ahead or behind time.

	SEGMENT
	TIME
	GREEN
	AMBER
	RED

	Table Topics
	1-2 Min
	1min
	1min30sec
	2min

	Manual Speech
	5-7min
	5min
	6min
	7min

	Icebreaker Speech
	4-6min
	4min
	5min
	6min

	#10 CC Manual
	8-10min
	8min
	9min
	10min

	Segments
	2-3min
	2min
	2min30sec
	3min


For the visually impaired an audio signal will be required, i.e. a fork struck on a glass, with one strike for green, two strikes for amber and three strikes for red.

Time Keepers Record Sheet

 Meeting called to order at _________ by Sergeant-At-Arms: _______________________ 

President’s Welcome by __________________________________ Time: ____________ 

Word Master by _____________________________ (1-2 minutes) Time: _____________ 

Warm Up by _____________________________ Total time for segment: _____________

 Table Topics session by _______________________ Total time for segment:_________
 Each Table Topic (1-2 mins)

	Name
	Topic
	Min
	Sec

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	


 Topics Evaluation by __________________________ (2-3 mins) Time: ___________ 

Prepared Speeches: 

Prepared speeches are usually 5-7 mins but differ depending on the project
	Name
	Title of Speech
	Time Taken
	Time Allocated

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	
	
	
	


 Speech Evaluations by 

Introduction to Speaker: 1-2 minutes. Evaluation: 2-3 minutes

	Evaluator Name
	Evaluation of
	Intro
	Evaluation

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	
	
	
	


Other Segment by _____________________________ (time allocated) Time: _________
 Grammarian by ___________________________________ (2-3 mins) Time: _________ 

General Evaluation by ______________________________ (6-8 mins) Time: _________

Toastmaster
Job description: You are the MC. 

The Master of Ceremonies for each meeting is referred to as the ‘Toastmaster’.

The primary duty of the Toastmaster is to ensure a well-run meeting and 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 VPE who has arranged the program. Is there a theme for the evening? If not, you may wish to use a common theme being aware that these introductions should be short.
· Contact program participants to obtain information necessary for introductions.
· Prepare introductions that are appropriate to each speaker and/or the theme of the evening. If they are presenting a Manual Speech, ensure that you know the correct objectives and title of the speech. Members are currently working from either the Competent Communication or Advanced Communication Manuals. Ensure that you can pronounce the speaker’s name and are aware of their correct title i.e. Competent Communicator, Distinguished Toastmaster etc.
· If any member is unable to complete a segment, it is your responsibility to arrange a substitution. The VPE will assist you if necessary.
· Ensure the Sergeant-at- Arms has the ‘Ready Chair’ ready to the side at the front of the room.

At the Meeting:

· Ensure that all participants are in attendance
· Preside with sincerity, energy and decisiveness.
· Announce any changes to the program before introducing the first speaker.
· Conduct the program from the lectern, waiting until each presenter has joined you before you sit down. Rejoin the speaker before they leave the speaking area as there should always be someone at the front of the room in control of the meeting.
· Refer constantly to the program timing. You will be required to make adjustments if the timing is not running to schedule, e.g. shorten Table Topics, coffee break. 
· If the meeting is running overtime or there is a large attendance, you will be required to shorten the speaking time for each member in the Warm- Uup segments etc. Send a note to the member conducting the segment giving them the required time. 
Continued  on the next page.
· Follow the procedure outlined below:

1. Offer a word of thanks to the Chairman/ President and accept the gavel when you are presented as Toastmaster.
2. Say a few words about the nature of the forthcoming program to warm up the audience. Discuss the theme of the evening.
3. Announce any changes to the program before introducing the first speaker.
4. Explain the procedure and objective of each segment when introducing the member conducting it.  Check the ‘Reference Guide’ for those segments that are introduced by the speaker. They will have prepared their introduction. 
5. Include the objectives of the Manual Speech when introducing the speaker, either read by you or the Evaluator.  
6. Announce each Manual Speech by title and speaker by name and title (Competent Communicator, Advanced Communicator Bronze etc.)   e.g. “Please welcome to the lectern, with her Speech entitled ‘Summer’, Competent Communicator Jane Smith.” Remain at the lectern until the speaker has joined you, then move back to your chair and be seated once the speaker has recognized you.  A nod or gesture of acknowledgment is sufficient to indicate a transfer of control.
7. At the end of each segment, lead the applause as you walk out to join the speaker at the lectern.  Offer a brief word of appreciation. Your function in this step is not to evaluate but to bridge the gap between presentations.
8. Keep the meeting running on schedule.   You have the authority to respectfully ask speakers who have exhausted their allotted time to conclude their portion of the program. At the conclusion of the program, thank all speakers and return control of the meeting to the President.

Toastmasters International
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· Members are the foundation of Toastmasters International

· 20+ members = club

· 4 to 6 clubs = Area

· 3-7 Areas = Division

· 4+  Divisions = District

· District 69 = 180+ clubs in Queensland, northern NSW, Northern Territory, New Guinea
· Region 12 consists of Australia, New Zealand, New Guinea and parts of Asia

· 14 Regions = the entire Toastmasters International organisation. 
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Tonic

Job description: To uplift without alcohol

Time:  2 ‑ 3 minutes

Conduct this segment from the lectern.

This segment gives you the opportunity to present something that has significantly touched or inspired you. During this presentation your aim is to impress your audience with the depth of feeling the subject evoked in you.
The subject of your presentation is of your own choosing. Some examples are: a poem, passage from a book, 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 practise a delivery that includes reading and speaking, as well as normal presentation skills, in one segment.

Travelling Tale

Job description: To warm- up our vocal cords

Time: approx. 15-20 sec per speaker (the Toastmaster may ask for less time per speaker if the meeting is well attended).

Conduct this segment from the lectern

A Travelling Tale starts with a brief introduction. From this introduction, the audience will create a story that unfolds around the table.  This segment is intended to give everyone a chance to speak and to use his or her imagination. Guests are encouraged to speak but may pass if they choose.

· Take a watch displaying seconds and a spoon and glass to lectern.
· Ensure you understand the difference between this segment and the Round Robin. (See ‘In a Nutshell’ below)
· Explain that, after you indicate  'stop' with the glass and spoon, the next speaker will continue the story from the last word that was said by the previous speaker 
· (e.g. "suddenly the man…." - STOP ‑ new speaker - "walked into the shop…."). 

The new speaker keeps the story going.

· Explain to the members that the continuity depends on following the theme of the story for this segment.
· Build up a short but colourful introduction with which to start the segment .You may wish to include the theme or the Word of the Day.
· Begin with the person at the end of the table on the right or left of you. If both of these are guests, start with any experienced member, moving around the room. Encourage them to stand to speak. This allows guests the opportunity to see how the segment runs before it is their turn to speak.
· Move the game around the table, giving each person a chance to speak. If the first speaker has not understood the procedure, politely reinforce the way the segment will be run, otherwise other speakers may follow the incorrect version.
· Each person will have a maximum of 20 seconds to speak (or less if requested by the Toastmaster). Although it may feel awkward to interrupt a speaker in the middle of their contribution to the ‘story’ (especially if you are a new member), it is your responsibility to conduct the total segment in the specified time. Therefore, the audience expects and anticipates that, if necessary, you will interrupt before the speaker has finished. 
· Most importantly, you are in charge. Keep the segment moving. Remember, although the speaker has a maximum of 20 seconds, if they seem lost or floundering, move on to the next speaker. Never embarrass a speaker.


Um and Ah Counter

Job description: Helping members off their crutches

Time: 2-3 minutes

The purpose of the Um and Ah Counter is to note any word or sound used as a crutch by anyone who speaks during the meeting. Words may be inappropriate interjections, such as and, well, but, so, sort of  and you know. Sounds may be ah, um or er. You should also note when a speaker repeats a word or phrase such as “I, I” or “This means, this means.” These words and sounds can be annoying to listeners. The Um and Ah Counter role is an excellent opportunity to practice your listening skills.

Prepare a brief explanation of the duties of the Um and Ah Counter for the benefit of guests.

When you arrive at the meeting, bring a pen and paper for notes.

The Toastmaster will introduce you to explain the role of the Um and Ah Counter. For a variation, levy a small fine on members who do or do not do certain things. (For example, members are fined who use filler words or are not wearing their Toastmasters pin to the meeting. A fine is usually about five cents, acting more as a friendly reminder than a punishment.) If you levy a fine, explain the fine schedule.

Throughout the meeting, listen to everyone for sounds and long pauses used as fillers and not as a necessary part of sentence structure. Write down how many filler sounds or words each person used during all segments of the meeting.

When you’re called on by the Toastmaster stand by your chair and give your report.

After the meeting is adjourned, give your completed report to the Treasurer for collection of fines if you have used this tradition.

	Name 
	Uhms
	Ahs
	Other sounds made

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*There is no requirement to differentiate between any of the vocal pauses used.  All verbal pausing can be counted in a single column if preferred. 

Vote of Thanks
Job description: To thank our special speaker
Time:  30sec ‑ 1 minute

Rarely would a vote of thanks be given at a standard Toastmasters meeting. However, if a guest speaker were invited to address the club, a vote of thanks would be expected. Although a vote of thanks is usually given impromptu, it is necessary 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.

· 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, approximately 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, complement or précis the remarks of the speaker. 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 (for example if someone is known to be heavily committed or 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.

Warm- Up

Job description: To warm- up our vocal cords

Time: Maximum 15 sec per speaker (the Toastmaster may ask for less time per speaker if the meeting is well attended).

Conduct this segment from the lectern

The purpose of this segment is to warm up the meeting and give everyone a chance to speak (from their places). Guests are encouraged to speak but may pass if they choose.

Before the Meeting:

· Choose a topic that invites a short response e.g. ‘my favourite dinner guest would be…..’

· The time per speaker listed above is the recommended time. However, it is the responsibility of the member conducting this segment to keep within a total timeframe to suit the program. If the meeting is running overtime or the attendance is large, you may be required to shorten the individual responses. The Toastmaster will advise.

At the Meeting:

· Take a watch displaying seconds and a spoon and glass to lectern.

· Explain how the segment is to be run, i.e. each member briefly addresses the topic, (one sentence only) beginning with the words “My favourite dinner guest would be….”( or whatever you have chosen)

· Have an example ready to show what is required .e.g. ‘My favourite dinner guest would be Elvis because he might sing me a song.’

· Begin with the person at the end of the table on the right or left of you. If both of these are guests, start with any experienced member, moving around the room. Encourage them to stand to speak. This allows guests the opportunity to see how the segment runs before it is their turn to speak.

· Allow a maximum of 15 seconds for each speaker (or less if requested by the Toastmaster).  Use the spoon and glass to indicate that it is time for the next speaker to begin. 

· If a speaker is floundering pass to the next person. You are in charge. As Warm-Up Master you keep the segment running smoothly and avoid embarrassing any new member or guest.

· Imagination and humour are to be encouraged.

Who done It?

Job description: The articulate ad-libber

Conduct this segment from the front of the meeting, without the lectern.
Toastmasters have a tradition ‑ every member speaks at a meeting.   

The Who Done It? session is a version of Table Topics, which is the segment that offers members not on the program the opportunity to speak. Therefore, read the section about Table Topics to familiarize yourself with the purpose and how to run the session before and during the meeting.  

Explain to the meeting that there has been a crime committed. You are the Inspector of Police assigned to solve the crime and find out who did it. You will be interviewing people who were seen at the scene of the crime or who had a reason to commit the crime. You will interview each suspect and they will have the opportunity to give their side of the story.

Give a brief description of the crime committed. Eg “There has been a robbery at the local diamond mine and 10 of the most beautiful diamonds ever cut have gone missing.” Introduce a suspect by occupation eg “You were the truck driver last seen at the mine delivering drill bits” or a reason to benefit from the crime eg “You were known to want a really big diamond for your engagement ring” and then name the person to answer to the accusation. 

They will give their side of the story for 1-2 minutes, creating an alibi or reasons why it was not them. To finish off the session, ask the members of the meeting who they thought committed the crime by posing the question “Who Done It?”

Word of the Day

Job description: To extend our vocabulary

Time:  1 - 2 minutes

Conduct this segment from the lectern at the end of the program with a brief Introduction of 1 minute at the beginning.

The Wordmaster is an educational segment intended to expand our vocabulary. Use your imagination and creativity to help make the segment enjoyable as well as educational.  

Before the Meeting:

· Choose a word that is rarely used, or one that is often used, but used incorrectly.

· The word you have chosen should be one that is positive and will have value to members.  Avoid choosing a word that is obscure or common (unless incorrectly used).

· If there is a theme for the meeting, try to choose a word in keeping with that theme.

· Write the word in large easily readable letters on two sheets of paper or card that fit the front of the lectern.  Have your paper pre-sticky taped or blue-tacked to enable it to be easily attached. Attach one to the front of the lectern where it can be seen by the members seated and attach the other at the back of the room where it can be seen by the person at the lectern.

At the Meeting:

· Very briefly explain your role (for the information of visitors and guests).  This will include the suggestion that all speakers use the "Word of the Day” during the meeting.

· 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.   

· Affix the cards with the word printed on it to the front of the lectern and the back of the room at an appropriate moment during the segment.

· Although this is a short segment, it is to be treated as a prepared speaking project, or a mini- Speech.   There is to be an opening, a body and a conclusion.
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Everything you need to know about how to run a Toastmaster meeting.








Positive





Appropriate rate


Natural pitch


Audible


Well modulated / expressive


Clear enunciation


Good use of pause








Detracting Qualities





Rate of speech too fast / slow


Pitch too shrill


Volume weak / inaudible


Monotone, lack of light and shade


Enunciation muffled / indistinct


Lack of pause for impact


Affected by reading from notes





Detracting Qualities





Difficult to see


Speaker turned away from audience to point to exhibit


Illustration was not relevant to speech content.


Not rehearsed


Continually on display or displayed too often








Positive





Clarified point


Enhanced speech


Bold imaginative


Well rehearsed


	





Positive





Addressed to everyone


Looked for audience reaction


Direct


Steady / sustained


Compelling / assertive


Effective / established contact





Detracting Qualities





Random


Fleeting


Broken


Avoiding audience e.g. gazing at ceiling








Detracting Qualities





Forced


Distractingly repetitive


Restricted / stiff / inhibited


Stereotyped


Excessive


Moved around leaving speaker’s back to the audience  


Excessive feet movement








Positive





Gave life to speech


Helped hold audience attention


Appropriate / relevant


Emphatic / dramatic


Descriptive


Spontaneous


Animated








Detracting Qualities





Notes formed a barrier to the audience


Bulky / hard to manage / distracting


Over- reliance with limited audience eye contact








Positive





Used effectively / unobtrusively


Eye contact maintained





Positive





Words and phrases used


Comprehension of audience


Give meaning to speech


Quotations used


Correct pronunciation


Proper construction


Words / phrases suit gestures








Detracting Qualities





Over- used words and phrases


Slang


Clichés


Misuse of words


Uhms, ahs etc.


Improper construction


Incorrect pronunciation








Positive





Positive /convincing	


Dynamic / forceful


Persuasive


Memorable


Warm / sincere / friendly


Motivational





Detracting Qualities





Low key


Aggressive


Unconvincing


Forgettable








Positive





Attention-getting and strong opening


Conclusion that reinforced the body


Logical flow of ideas








Detracting Qualities





Ineffective, weak opening


New information included in conclusion


Weak, non- inspiring conclusion


Fragmented body of speech











		























Positive





Achieved objectives


Audience appropriateness


Clear message


Entertaining/interesting


Original





Detracting Qualities





Missed objectives


Unstructured


Unsuited to audience


Unsubstantiated


Obscure








Detracting Qualities





Insufficient preparation


Requires rehearsal


Timing off








Positive


		


Well timed


Researched


Rehearsed





IN A NUTSHELL:-The difference between a


Traveling Tale and a Round Robin





Participants in the Round Robin start with the last word spoken by the previous speaker and then elaborate on any subject relevant to that word.


(It is not sufficient to simply include that last word somewhere in the first sentence. They actually start with that last word.





Participants in the Traveling Tale continue with their version of the same story, rather than repeating the last word spoken by the last speaker.





IN A NUTSHELL:-The difference between a 


Traveling Tale and a Round Robin





Participants in the Traveling Tale continue with their version of the same story rather than repeat the last word spoken by the previous speaker.





Participants in the Round Robin start with the last word spoken by the previous speaker and then elaborate on any subject relevant to that word. 


It is not sufficient to simply include that last word somewhere in the first sentence. They actually start with that last word.








Positive


		


Well timed


Researched


Rehearsed





Detracting Qualities





Insufficient preparation


Requires rehearsal


Timing off
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