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Introduction 
 
The aim of this project is to help Toastmasters Clubs, in 
particular the club website administrators, build and maintain 
a website. 
 
It was specifically developed for our fellow Toastmasters in 
District 69. 
 
This is not a definitive guide to setting up websites in 
general. Learning how to build a website from scratch is a 
very big project. People who work with programs like Adobe 
Dreamweaver can spend years learning and developing their 
skills. They speak and write in code and throw about 
acronyms like HTML and can usually be recognize by their 
pale skin and the far away look in their eyes caused by too 
many hours locked away in darkened rooms with only the 
glow of a screen to keep them from going blind like a 19th 
century mine pony. 
 
I do speak with some authority about this… I had a very “up 
close and personal” experience. I was given a copy of 
Dreamweaver and told to create a website from scratch. 
 
This guide is much simpler because it is specifically for 
Toastmasters Clubs who wish to use the FreeToastHost 
available through the Toastmasters International server. 
 
The HUGE advantage of the Toastmasters site is that it is 
completely template driven so you will not have to experience 
the joy of writing “code”. Trust me, the Toastmasters site has 
been set up to make it easy for you and your club.  
 
There are help pages available on the Toastmasters 
International website, however our research found that there 
are many Toastmasters who, while able to use the internet 
and have good computer skills, were unable to follow the 
procedures and would prefer a step by step back to basics 
approach. 
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We accept that the people who may use this guide will have 
vastly differing skill levels. For those of you who find some of 
the text and steps simplistic, remember that we all started 
somewhere and a revision of basics never hurt anyone. 

 
How the guide was developed. 
 
The problem with most guides and instructions is that they 
are written by experts.  
 
We have all had the experience where someone who knows 
something backwards try to show you how to do it. The race 
through things, skip “blatantly obvious” steps and after a 
frenetic 30 second of rattling a keyboard usually say ”see 
that’s all there is to it, simple isn’t it”. 
 
If you are like me, you sit there in stunned silence and 
wonder what he or she meant by the first step let alone the 
1,368 steps that followed. 
 
What an expert finds so easy is usually very hard for them to 
explain simply because what is as simple as breathing to 
them, leaves us mortals gasping.  
 
It is usually the simple steps that get left out of instructions… 
and it is these foundations, or simple first steps, that creates 
problems down the line. To make it worse they are so simple 
that the experts don’t even notice they are missing because 
they know that everyone just does them…  
 
Not true. 
 
How did we overcome this, we developed a team. 
 
We are literally the yin and yang of computer literacy.  
 
On many occasions, Anthony has been affectionately called 
a geek. He has a prodigious knowledge of computers and 
programs. Added to that he has immense patience when it 
comes to explaining how things work.  
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Occasionally when we have been working together, he has 
been known to burst into laughter and slowly shake his head 
at my level of ignorance. 
 
I am the Luddite. I work with computers every day but when it 
comes to the under the hood technical stuff… let’s just say 
that I have Anthony on speed dial.  
 
However I have been writing for many years and a lot of what 
I write is technical or instructional, so explaining things is kind 
of my skill. OK there were times when the words grumpy and 
old have been used.  
 
What we thought was going to be a pretty speedy project 
turned into a bit of a monster. 
 
In the end we developed a process… and here is how it 
worked. 
 
First Anthony would tell me how to do something then I would 
try to do it, fail or succeed, then, write about it.  
 
Then it was back to Anthony to explain how my explanation 
was wrong. Back and forth, back and forth it went… quite a 
few times. 
 
After we were both happy, we found people to use the 
instructions. These poor souls had a cross section of skills.  
 
Then these people had their input about how simple or 
confusing the instructions were… then… Anthony and I 
would rewrite, re-test until everyone was happy. 
 
There were times where looking at each other and screaming 
seemed to be the only viable option but we resisted. 
 
So with a gestation period as long as an elephant’s the guide 
is born. 
 
How well it works I have no doubt you will find out. 
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The Layout 
 
This guide will be delivered in three instalments.  
 
This one, the first is a basic overview.  
 
At one of our first meetings with a toastmaster who was not 
involved with the project, we happily showed him the 
instructions. 
 
Now this Toastmaster is no dummy but the very first question 
he asked was … “I always wondered what a URL was can 
you tell me?” 
 
So we went back to the drawing board and wrote this first 
section with some explanations and history. 
 
Realistically I have a car that’s older than the internet so we 
have included some history in the first section. 
 
The second question that was asked by several other 
Toastmasters was  … “why do we need a web site” 
 
While we were looking at that we thought we better include 
some Toastmasters protocols about what you can and can 
not do. 
 
The second part is where we start getting into sites 
 
We look at the internet, and a close look at some 
Toastmasters sites. 
 
We dissect the sections that make up a site and what and 
where you can change the templates to match the 
personality of your club. 
 
In this first instalment, we show you how to apply for a site 
and get all the permissions to start editing your club site. 
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We will look at how you write copy for your site. What you 
should do and more importantly what you shouldn’t do.  
 
From there on it will be a step-by-step guide to modifying the 
Toastmasters templates and how they can work best for you 
and your club. 
 
If you are the current administrator of your club website, this 
document will be useful to pass on the task to the next 
person to take your place. 
 
Finally the last section, that surprisingly is included with the 
first sections, is the Glossary. 
 
This was going to be a small list of terms and names but as 
we were asked we added more to it.  
 
This has become a kind of dictionary where mere mortals like 
me, can learn to understand “geek”.  
 
We may never learn to speak it fluently but at least 
comprehend what is being said around us. 
 
Finally if you want to print this feel free to do so but to save a 
forest it is just as useful in electronic form. 
 
You may share it around to all those in your club who wish to 
have a copy. 
 
Any suggestions on improving the project by all means 
forward them to me… I will not promise that I will act on them 
all but I will try. 
 
Anthony and I are at this address 

d69websitehelp@gmail.com 
 
 
In the mean time… lets go 
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In the Beginning 
 
If we don’t know where we have been …  
We don’t know where we’re going 
 
One of the big problems when we start playing with the 
“interweb” is that we think we know what we are doing.  
 
The web just evolved and being honest, so did our 
knowledge of it… or so we think.  
 
Those of us who were actually alive PPC (pre personal 
computers) were absolutely astounded when we got our 
hands on these amazing machines that seemed to be the 
love child of a typewriter and a television.   
 
In 1981, I got my first computer and it replaced a manual 
typewriter that was still working pretty well. I had to come to 
grips with heady stuff like 5¼ inch floppy disks and dot matrix 
printers.  
 
We discovered new languages and protocols and our 
knowledge struggled to expand to keep up with and cope 
with this whole new industry. We thought we were pretty 
smart but there were lots of people around the world who 
were a lot smarter. 
 
Back in 1965, Gordon Moore made a prediction.  
 
Seeing that he was one of the co-founders of Intel, the 
people who make the little compressed circuits that make 
most of our computers work, he could be described as “one 
of the smarter ones” 
 
He said that the number of transistors on a chip would 
double every 2 years but because the chips themselves 
would be getting faster, effectively it would be a doubling of 
performance every 18 months. 
 
That means a steep learning curve, just to keep up with the 
programs that use that computing power. 
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Let me give you an example…  
 
If in 1965 when Moore made his prediction, you banked $1. 
 
18 months later doubled it and banked $2…  
 
18months later $4… etcetera etcetera…  
 
This year you would have $8 589 934 591.00 in the bank 
(plus interest). That’s over 8 billion dollars 
 
If you don’t believe me do the maths… trust me it’s true 
 
That’s a lot of money so when you compare that growth with 
computers, that are a lot of performance and knowledge, so 
don’t feel too bad if you missed a bit on the way. 
 
Back in 1990 “Hyper Text Transfer Protocol” was being 
developed in Europe. Yes that’s what those letters http 
tucked away on the left hand side of your address bar 
actually mean.   
 
The World Wide Web was born because there was the 
beginning of a language. 
 
By 1995 we were all using Netscape, Yahoo and AltaVista to 
search for information on the www, the World Wide Web.  
 
In 1998 a couple of geeks from Stanford University, Larry 
Page and Sergey Brin created a small company that 
spawned a verb… “I’ll Google that” 
 
So why is Google so important to Toastmasters?  
 
When people type in “key words” in to a search engine, it is 
Google, or something very similar that works out what web 
site it is going to suggested.  
 
Just for the heck of it type in “public speaking” into Google’s 
search bar and see where we rank.  
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But we can change that and it will be covered in a later 
section.  
 
But just to whet your appetite here is an example 
 
When you type in “Toastmasters” and “Toowoomba” into 
Google, the first or early site that comes up is Compass 
Toastmasters.  
 
The reason? Well that is a series of tricks that we will share 
with you later. 
 
So let’s start with the absolute beginning.  
 
Okay okay… there are a lot of people who are reading this 
and will say “ I know all of this!!!”  
 
That may be true, but our research has found that many 
people understand a lot of this… but there are big holes in 
the knowledge.  The trouble is that the holes are in different 
places, so we will try and plug them all, or at least most of 
them. 
 
Because all of our knowledge kind of evolved…  
 
We don’t know what we don’t know. 
 
It’s kind of like throwing a tennis ball into a swimming pool… 
sounds pretty easy except for two things. First how far are 
you away from the pool and second if you’re surrounded by 
swimming pools which one do you throw it in. 
 
In my case I have an added disadvantage, it’s the middle of 
the night and I am wearing dark glasses. 
 
So bear with us as we try to turn on some lights and erect 
some sign posts by starting with some very simple things but 
these are need to know. 
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The URL  
 
URL stands for Uniform Resource Locator and it is just a 
fancy name for a web address… but your address has to be 
accurate. 
 
I used to live in York Street. Fine if you were in Brisbane 
Queensland Australia you only have a choice of 8 possible 
locations. A couple of hundred kilometres drive and you 
might have found me. Take out the Brisbane and 
Queensland from the address and the list starts getting much 
bigger. 
 
We are dealing with the World Wide Web.  
 
Your club’s web page(s) will have a site where they will live; 
where you can be found.  
 
Like looking for a house you need an address, a very specific 
address. 
 
For example Compass Toastmasters has a web site through 
Toastmasters International.   
 

The home site address of compass Toastmasters Club is   
 

compass.toastmastersclubs.org 
 
If someone put an “.au” after the “org” people may not find us 
unless your search engine is smart.  
 
Even though your club may be in Australia, that’s what the 
“au” is for.   
 
However your web address, that is where you pages live, is 
actually in America.  
 
This may sound a bit confusing but it is standard protocol on 
the www, so accuracy is critical.  
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A misspelled address or an incorrect extension, the bit at the 
end, could cast you into the information wilderness.  
 
Okay, that’s just a quick overview and a bit of a history 
lesson… now we get to the nitty gritty.  
 
In the next section lets look at why you are putting yourself 
through all this work…  

 

Why do you need a website? 
 

More to the point… Why does your club need a website? 

Well there are a couple of answers to that question but let me 
start with a warning in the form of a small comparison. 

 

“Starting a website is like planting a tomato seedling… 
unless you tend it, it is never going to bear fruit” 

 

Don’t bother to read any further unless you intend to look 
after the site… on a regular basis.  

I am not talking about every day but at least every 60 to 90 
days. 

Preferably every 30 days… well your going to put your club 
program on the site aren’t you? 

An untended, out of date site, is DRAMATICALLY worse… 
than no site at all. 

So another comparison is … 

 “Starting a website is like getting a cute puppy… 
 it’s a commitment and takes care and attention…”  

(but at least you don’t have to clean up the mess in the laundry) 
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So if by now you are still going ahead, it’s good to know what 
the website can give you in return. Here are the top 5 things 
a well maintained website can do  

 

 Bring new members to your club 

 Advertise special events 

 Get your meeting program to members 

  Publish the results and achievements of 
members 

 Promote your club in your community 

 

Now mind you this is our top 5… you may and should 
discover many others. 

Everyone who creates a web site within the Toastmasters 
International environment MUST follow Toastmasters 
International rules…  

No there are no exemptions. 

What does this mean for us? 

Go to the Toastmasters website. In your web search engine 
type Toastmasters International and click on the International 
site …  

or  

In your address bar type …  

www.toastmasters.org 

Both ways will get you to the Toastmasters International site. 

(Mac users will find that the address bar and the search bar 
are the same… but you already know that…) 

At the site, in the search bar at the top right type…  

“use of web pages” 
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On the page that comes up click on the highlighted phrase  

Protocol 4.0 

This will download a huge document.  

Because the search engine is smart you should arrive at 
page 164 where you will get some strict procedures on who 
can use the Toastmasters logo.  

This tells you how it can be used and just as important what 
you can do with members information. 

This is so important I will include this section. I repeat, it is 
very important… It is a bit long BUT you should read it.  

If you make all your programming decisions with this in the 
back of your mind you won’t go too far wrong. 

So forgive us but here is a copy of the relevant section from 
the Toastmasters website. 

 

 

Excerpt from TMI Policy 4.0 
 
Trademarks and Copyrights 
A. The use of Toastmasters International’s trademarks is 
defined in Article III,Section 6 and Article XIII, Sections 1 
through 4 of the Bylaws of Toastmasters 
International. 
 
B. The membership marks “Toastmasters International,” 
“Toastmaster,” and “Toastmasters,” and the emblem are 
registered for trademark protection in all countries where 
districts, provisional districts, or territorial councils exist, for 
exclusive use by or under the authority of Toastmasters 
International. 
 
Trademark registration prior to territorial council or 
provisional district status is pursued if deemed appropriate by 
the Executive Director. 
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Excerpt Cont. 
 
 
C. The Executive Director is authorized and directed to take 
appropriate steps as needed to protect the copyrights and 
marks of Toastmasters International and to prohibit their 
unauthorized use or misappropriation by any unauthorized 
person or group in any geographical area. 
D. Individual members are provided Toastmasters 
International’s proprietary material for educational purposes 
only in connection with Toastmasters activities. Any 
unauthorized derivative works which are created using 
Toastmasters International’s proprietary material are the 
property of Toastmasters International. 
 
E. Unauthorized use of the marks or copyrighted materials is 
prohibited and may result in removal from good standing of 
an individual member, revocation of a club charter, removal 
of an officer at any level, or other disciplinary or legal action. 
 
F. Toastmasters International may create and use an 
alternate graphic image rather than the official emblem. 
 
I. When used, all rights and prohibitions that apply to the 
emblem shall apply to such image. 
 
II. The Executive Director determines whether trademark or 
other protective measures are taken with regard to such 
images. 
 
III. Changes to any such alternate graphic image must be 
approved by the Executive Committee. 
 
2. Use of Toastmasters Material 
 

A. Toastmasters International is promoted through the 
Success/Communication Series, the 
Success/Leadership Series, The Better Speaker 
Series, Leadership Excellence Series, and The 
Successful Club Series and Youth Leadership 
programs, which non-members may attend. 
 

B. Toastmasters International’s tax-exempt and nonprofit 
statuses are jeopardized when the organization or 
clubs are perceived to be in the seminar business and 
in competition with for-profit enterprises. 
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Excerpt Cont. 
 
 

C. In the countries where Toastmasters clubs are 
covered by liability insurance, the insurance is not 
valid for activities outside of normal Toastmasters 
meetings. 

 
D. Only the abovementioned programs are conducted 

outside of the club by members. For non-members, 
these programs are conducted only as a means to 
promote the club and increase membership. 

E. All programs are presented by club members acting 
as representatives of their clubs, thereby preserving 
the identity of the programs, clubs, and organization. 
 

F. Individuals, educational institutions, and other 
organizations are prohibited from deriving financial 
gain, directly or indirectly, from these programs, as 
described in Article II of the Articles of Incorporation of 
Toastmasters International. 

 
G. Districts are responsible for training club leaders and 

for providing other training that helps clubs function 
more effectively and achieve their mission. 

 
H. While clubs occasionally conduct the abovementioned 

programs for other clubs, individual members and 
clubs may only conduct training programs, seminars, 
and other events for other clubs and members with 
the permission of the district. Subject matter and 
content of any such training program, seminar, or 
event shall be in keeping with the club and district 
missions. 

 
3. Membership Contact Information 
 

A. Members’ contact information is only provided to 
appropriate members and officers as needed. 

 
B. Members’ contact information is only used for official 

Toastmasters business. 
 

C.  Access to members’ contact information is governed 
by and limited to the provisions of the California 
Nonprofit Public Benefit Corporation Law. 
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4. Surveys 
 

A. The only entity authorized to conduct surveys of 
members and former members and release the results 
of those surveys is World Headquarters with the 
following exceptions: 
 

I. The Executive Director may grant written permission 
to conduct surveys of members and former members 
and release the results of those surveys. 
 

II.  Clubs may survey their own members. 
 

III.  Districts may seek information on educational or 
related programs from members within the district for 
their own use. 

 
B. The conduct of any surveys by outside entities, such as 
academic sources, and the release and use of survey 
results, is at the discretion of the Executive 

(End of excerpt) 

By now if we have not scared you off and you still want to get 
in to it … fine lets go. 

Now we get the fun part of creating your web site… deep 
breath… here we go 

 

Creating Your Web Site 
Okay there is more than one option at this point… 

We were asked if a club website had to be on the 
Toastmasters site… In theory no it does not but why not. 

There are many hosting sites where you can place your 
clubs web site.  

You can go to the trouble of finding an inexpensive or 
community based server to host your site… Then you can 
work out what program you are going to use to create your 
website… OR you can use the one that Toastmasters 
provide free of charge. 
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Now if your club is like our clubs, free is good… 

Not only that, Toastmasters has set up a template to help 
you go through the step by step process to make your site as 
simple or complex as you would like. 

First, it is good to have a look at some websites.  

Start with your favorite websites.  

They may be related to your other activities or somewhere 
you shop on line. 

What we would like you to do is look at them and work out 
what they are trying to do.  

Are they trying to sell you something? 

Are they offering you some “special”? 

Just give you some information? 

Keep you up to date with events? 

Do they become a reference point? 

You may find that they are doing more than one thing.  

That should be the aim of our club sites. 

Before we start have a look at some sites and this time be 
critical about what you see … are they easy to navigate…  

Can you easily find out the information you want do you like 
the layout do you find it confusing? 

Look at these other sites 

Now we have had a play on the web in Part 2 let’s go to 
some Toastmasters sites. 

 

  

 

 


