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TOASTMASTERS INTERNATIONAL  
DISTRICT 69 

_________________________________________________________ 

WHEN YOU ARE SERGEANT-AT-ARMS 

 
 
The Sergeant-At-Arms role is an important role which contributes to a successful 
contest. You are to manage the audience and contestants, to ensure a smooth 
event.  
 
Ensure you have a program, a list of contestants, and note the speaking order when 
announced by the Contest Toastmaster. 
  
The Assistant Chief Judge will brief you on how to perform your duties, and may give 
you a folder to make notes in. 
  

All Contests 
 
Contestants are responsible for arranging their preferred setup of the lectern, 
microphone and any props before being introduced. Contestants may enlist you to 
help them, but it is not your responsibility.  
 
If Contestants ask for your help, note down their requirements. Any setup would be 
done in the one minute of silence before being introduced and removal would be 
done in the one minute of silence before the next speaker is introduced. 
 
 
Evaluation contest: Your task is to supervise evaluation contestants to ensure a 
smooth flowing contest. There are two Sergeants-at-Arms required for the Evaluation 
contest. The first SAA will be the contest room SAA and wait at the door to call the 
next contestant forward as soon as the previous contestant has finished speaking. 
This person will also hand the contestant’s notes to them when they are introduced 
as the next speaker.  
 
The second SAA will accompany the contestants to supervise and time the five-
minute writing session in the break-out room (after the test speaker has finished their 
speech and the Contest Toastmaster has advised the time of the speech). You will 
need to know the whereabouts of the break-out room. Work out a signal system 
between the two SAAs to indicate when the next contestant can be sent along from 
the break-out room to the contest room.  
 
Ask the Evaluation contestants to be seated and wait until you give them notice to 
write their evaluations (once it is quiet and all are seated). Start timing once they 
start writing. At the four-minute mark, give them one minute's notice and at the five- 
minute mark, no further preparation is allowed. Collect the notes from each 
contestant, checking that their notes are named and in speaking order.  
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Ask the first Contestant to accompany you to the contest room door and hand all 
contestants' evaluation notes to the first SAA. Return to the break-out room to wait 
with the remaining contestants and escort each one in speaking order to the contest 
room.  
 
The first SAA will hand each contestant their notes as their name is announced. 
When the first Contestant arrives in the contest room, escort them to as close to the 
speaking area as possible ready for their introduction. Hand them their notes. At the 
close of each evaluation, the first SAA signals the second SAA to send along the 
next contestant. Escort each Contestant to as close to the speaking area as possible 
ready for their introduction. 
 
 
 
Table Topics contest: Your task is to supervise Table Topics Contestants to ensure 
a smooth flowing contest.  
 
There are two SAAs required for the Table Topics contest.  
 
When the contest begins, all contestants except the first shall leave the room and 
remain under the supervision of the second SAA.  
 
The second SAA will accompany the contestants to the break-out room so that they 
are out of earshot and receive no advance knowledge of the topic until the moment 
they are introduced. Remain with the Contestants until the final Contestant has been 
called.  
 
The contest room SAA stays in the room and escorts each Contestant to as close to 
the speaking area as possible ready for their introduction. They will then signal for 
the next Contestant as soon as the previous Contestant has finished speaking.  
 
You will need to know the whereabouts of the break-out room. Work out a signal 
system between the two SAAs to indicate when the next Contestant in speaking 
order can be escorted from the break-out room to the contest room.  
 
Return folders to the Assistant Chief Judge at the end of the contest. 

 


