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Toastmasters International

__________________________________________________________________________________________________

TIMER KEEPER’S INFORMATION & CHECKLIST
(a) Review the Time Record Sheet and the timing and lighting procedures with both timers.

(b) Ensure that the stopwatch and lighting systems are functioning accurately.

(c) Provide Timers with stopwatches and Time Record Sheets on which to record the times of each Contestant’s presentation

(d) Provide one Timer with indicator lights and ensure this Timer is situated in such a position that the lights are visible to all Contestants in the speaking and not obvious to the audience, or being reflected from a background surface nearby.
(e) Ensure that there is a back-up for the lights of red, amber and green cards available for signalling purposes.

(f) Be notified IMMEDIATELY in the event of any significant problem occurring with the lighting and timing devices, which may result in the card system being introduced.

(g) Advise the Timers that the Chief Judge is to receive the Time Record Sheets on completion of the Contest.

TIMERS CHECKLIST

1. Make sure you have the current list of light times for each contest.  Check the list against the current Speech Rulebook.

2. When you activate the green light, make sure it stays on until you activate the amber light and that the amber light stays on until you activate the red light.  THE RED LIGHT STAYS ON UNTIL THE CONTESTANT FINISHES.

3. Become familiar with the equipment with a rehearsal. Check that the two stopwatches are operating satisfactorily.

4. Ensure you have a set of green, yellow and red cards for use in the event of the light system failing.  At the time of the briefing, show the contestants the lights in action. 

5. Check that there is no reflection of the lights from the wall or mirrors or the polished surface of the lectern.

6. The two stopwatches should be activated at the first definite form of communication with the audience (either verbal or non-verbal) in all contests.

7. Each timer is to record on separate record sheets, the official record of time of each contestant’s presentation.  Circle any entry where the contestant has spoken less than, or more than the designated times for disqualification.

8. Pass the completed Timers sheets to the Chief Judge at the conclusion of the final presentation.

9. The Evaluation Test Speaker will be given a green light at 5 mins, an amber light at 6 mins and the red light at 7 mins.  When requested, advise the Evaluation Contest Chairman of the Test Speaker’s speech time.

10.
In the Evaluation Speech Contest decide which timekeeper is to accompany the Sergeant-at-Arms and contestants to the preparation room.  Give warnings at 4 minutes and at 4 minutes 30 seconds and indicate the 5 minutes mark for handing in their notes.




TOTAL CONFIDENTIALITY


MUST BE OBSERVED











