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AH COUNTER GUIDELINES

DAY OF THE MEETING:

1) Arrive at least 10-15 minutes early.

2) Borrow the club’s bell from the Sergeant at Arms.

3) Pen and paper to write speakers’ name, Um, Ah, You Know, So, Lip-smack, Like,
Oher in columns to track number of instances.

When asked by the Toastmaster of the Day to describe your duties, say:
The “"AH"” Counter notes the uses of "AH”, "UHM"”, “ER”, “"SO” “LIKE", "AND", “YOU
KNOW”, and other forms of crutch words.

I will ring the bell every time I hear a crutch word and make a note of which crutch
word and how many times used.

In addition to the bell, you may also voluntarily participate in the Ah penalty box by
depositing a quarter in the box for every use of various crutch words mentioned above
up to a maximum of $1.50 per person per day. By a show of hands, please indicate
who is volunteering to participate in the Ah Box for today.

I will present a verbal report of the individual offenses when called upon by the General
Evaluator.

IMPORTANT: The bell will be not used during Icebreaker speeches nor for
first time guests. However, crutch words are noted and reported.

The bell will be used for new members prior to their Icebreaker.
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BODY LANGUAGE MONITOR’S GUIDELINES

DAY OF THE MEETING:
1) Arrive at least 10-15 minutes early.

When asked by the Toastmaster of the Day to explain your role, say:

“The duties of the Body-Language Monitor are to carefully observe and note the following
throughout today’s meeting:

« Excellent use of body language such as facial expressions, eye contact, hand gestures, and
posture, head & body movements.

 Inappropriate, distracting, repetitive body language and explain correct usage.

It is not necessary to comment on every member — or every item mentioned above. A few well-

chosen examples are sufficient.

Member Eye contact/ Hand Gestures Posture/head/body
Facial expressions movements

In 1 minute or less, present a report when called upon by the General Evaluator.
12/28/19
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GENERAL EVALUATOR'’S GUIDELINES
PRIOR TO THE MEETING:

o Verify the names of the Evaluators and make sure that they are prepared to evaluate
their assigned Speaker. Make sure the Evaluator receives the Speakers evaluation form
or manual.

e Advise the Speech Evaluators that their evaluations are 2-3 minutes

e Remind them not to repeat the speech content but to observe the speaker’s skills and
whether the objectives of the speech were met. Evaluators should comment on the
opening / body / closing of the speech, the gestures, voice, body language, structure and
timing. Feedback should be encouraging, evaluate whether objectives of speech were
met, and focus on how speakers could improve (not to evaluate or repeat content of
speech). Use the speech objectives for specifics.

DAY OF THE MEETING:
1) Arrive 10-15 minutes early
2) Have pen and paper to make your notes

When asked by the Toastmaster to explain your role, say:
% The Purpose of a General Evaluator is to

% 1) Evaluate overall meeting
% 2) Introduce Speech Evaluators by state his/her name and who he/she will be evaluating.
% 3) Ask the Timer to report any time disqualifications of speech evaluators for ribbon awards

Evaluator #1 is evaluating Speaker:
Evaluator #2 is evaluating Speaker:
Evaluator #3 is evaluating Speaker:

1) Ask for the Timer’s report for any disqualifications from ribbon awards and instruct
members to vote for “Best Evaluator.”

2) Provide a General Evaluation of the meeting, keeping comments brief and constructive
(2-3 minutes)

3) Start the evaluation of the meeting while the votes are collected and cover a few of the
following points:

a) Opening of the meeting: on time? self-introductions -

b) Table Topics: Diversified questions? Newer members called on? Were speakers called
in error? (Prepared speakers and role players should not be called on unless there is
time and members who are not prepared speakers or role players have had a chance
to speak).

c) Quality of the speeches: Were objectives met? Were speeches original? Any point
missed in the evaluations. Word of the day used?

d) General Conduct: Were guests and members properly addressed? Did participants
perform their duties? Did participants return control of the lectern? Was each
segment on time?

RELINQUISH LECTERN TO THE TOASTMASTER OF THE DAY
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GRAMMARIAN'S GUIDELINES

DAY OF THE MEETING:

1) Arrive at least 10-15 minutes early.

2) Choose a WORD OF THE DAY and be prepared to define it, explain the part of
speech and give an example of how to use it in a sentence.

WHEN ASKED BY THE TOASTMASTER OF THE DAY TO EXPLAIN YOUR DUTIES, SAY :
The Grammarian listens and notes the following during the meeting:

* Excellent use of language (mention the name of the person who said it)

* Mistakes in Grammar (restate correctly)

* Poor sentence construction (restate correctly)

* Clichés and overused fad words and phrases (restate correctly)

* Who used of the "Word-of-the-Day”

At the end of the meeting, when called upon by the General Evaluator, I will give my report.

SPEAKER COMMENT ON GRAMMAR
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TABLE TOPIC MASTER GUIDELINES

DAY OF THE MEETING:

1. Arrive 10 — 15 minutes early.

2. Make note of the members already listed in the agenda/program (obtain any changes from
the Toastmaster of the Day.

Make a list of members in attendance who are not on the agenda

Begin with an Experienced Toastmaster as an example for guests

Call on members WITH NO CONTRIBUTING ROLES first. This will allow maximum number
of members to participate.)

6. Keep questions/statements short and to the point.

7. Try to call on as many members as possible but allow for Timer’s report;

8. Watch the Toastmaster of the Day for a “time’s up” signal.
9.
1

vihw

KNOW WHO YOU ARE GOING TO CALL BEFORE APPROACHING THE LECTERN
0.DO NOT call on quests before calling on ALL members

PURPOSE: (Memorize or Read the following purpose of the Table Topics Session when
starting your segment)

To give members an opportunity to:

1) Practice the skill of speaking spontaneously and unexpectedly.

2) To first practice good listening, therefore The Question Will Not Be Repeated —
everyone should be listening

3) to think, to organize thoughts and

4) speak within a specific short time frame.

“We will vote on the best Table Topic speakers, so please be prepared to vote”.

“Madame/Mr. Timer, please explain the timing requirements for the Table Topics section.”

IMPORTANT: STATE THE TOPIC FIRST & THEN CALL ON A MEMBER BY NAME

CLOSING:

1) Ask for the Timer’s report and whether there are any timing disqualifications for ribbon
awards

2) Ask audience to Vote for the Best Table Topics Speaker; ask for the Voter Counter to collect
the votes

3) Relinquish lectern to the Toastmaster of the Day
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TIMER'S GUIDELINES

DAY OF THE MEETING:

1) Arrive at least 10-15 minutes early.

2) Have a stop watch and green/yellow/red folders/cards or a timing light
3) Pen and paper to write speakers’ names and length of time they speak.

When asked by the Toastmaster of the Day to describe your duties , say: The
purpose of the Timer is to assist Speakers in speaking within a defined time frame. Each
segment of the meeting is timed and I will explain the timing requirements for each section of
the meeting and I will give the Timer’s report at the end of each segment.

PREPARED SPEAKERS - Timing sequence: (timing specific for each Speaker)
Most common speeches 5-7 minutes: GREEN light at 5:00 minutes, YELLOW light at 6:00

minutes and RED light at 7:00 minutes, with 30 seconds to wrap up. For ribbon awards,
speakers will be disqualified from ribbon awards if they speak for less than 4 minutes 30
seconds or more than 7 minutes 30 seconds.

ICEBREAKER SPEAKERS - Timing sequence:
GREEN light shown at 4:00 minutes, YELLOW light at 5:00 minutes and RED light at 6:00
minutes with 30 seconds to wrap up.

Speaker Time Speaker Time

TABLE TOPICS SPEAKERS - Timing sequence:

GREEN light shown at 1:00 minute, YELLOW light at 1:30 minute and RED light at 2:00
minutes with 30 seconds to wrap up. For ribbon awards, speakers will be disqualified if they
speak for less than 1 minute or more than 2 minutes 30 seconds.

Speaker Time Speaker Time

SPEECH EVALUATORS - Timing seguence:
GREEN light shown at 2:00 minutes, YELLOW light at 2:30 minutes and RED light at 3:00

minutes with 30 seconds to wrap up. For ribbon awards, speech evaluators will be
disqualified if they speak for less than 1 minute 30 seconds or more than 3 minutes 30
seconds.

Speaker Time Speaker Time
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GUIDELINES — TOASTMASTER OF THE DAY

PRIOR TO MEETING:

1

2.

. A few days prior to the meeting check with VPE for any changes to the Agenda and

reconfirm Table Topics Master and General Evaluator. Report any changes to the VPE for
printed Agenda revisions.

Contact Speakers to confirm attendance and request they speak with their mentors
and/or you will train and coach them for their speech. It's best if they work directly with
their mentor. Request the following:
a) Speakers to prepare Speaker Intro Sheet and email in advance or bring to meeting

prepared and ready to review with the Toastmaster
b) Speakers must bring Traditional Manual or Pathways Evaluation form for Evaluator.

DAY OF THE MEETING:

1)
2)
3)
4)
5)

6)
7)

8)

Dress professionally — You are the LEADER and MANAGER of the entire meeting

Arrive at least 10-15 minutes early to manage last minute details

Ensure the room is ready with Sergeant at Arms

Review the Printed Meeting Agenda/Program

Make sure contributing Role Participants have their assignment forms ("AH” Counter, Timer,
Grammarian, Vote Counter)

Brief/coach any last minute participants and help them to prepare

Collect Intro Sheets and be sure you can read them; Very Critical to review each
Speaker’s objectives which should be listed on Intro sheet

Review Speech Evaluators with the General Evaluator for any last minute changes; should be
in order of degree of level of speaker least to most advanced — Speaker to Evaluator (NO
EXCEPTIONS)

10) Take a copy of the meeting agenda/program with you to the lectern
11) Make sure all names/assignments are on it correctly, making any adjustment prior to start of
meeting

IMPORTANT: The easiest and most effective technique is to follow the Meeting Agenda/Program.

1) STATE THE PURPOSE OF THE TOASTMASTER as follows:

a) To ensure that the meeting runs accordingly as planned and BEGINS and
ENDS on time.

b) To Introduce Each Segment of the Meeting and the Contributing Roles.

2) PREPARED SPEAKER SEGMENT — SPEAKER INTRODUCTIONS (State as follows):

| a. This segment is for our formally prepared speeches




b. It is important that the audience listens to the Speaker introductions and
specifically for the objectives of each of their individual speeches.

c. You the members/audience will be asked to vote for the “Best Speaker” and/or
“Most Improved Speaker,” based on each Speaker meeting their specific objectives
— not based on who made you laugh the most or cry the most.

d. Please give each of the Speakers your personal feedback on the top “Brief
Evaluations” section of the ballot forms provided — such as a strong skill that you
liked and a skill that may need some work — let’s be a team and help each other
develop as Speakers

CONCLUDING THE PREPARED SPEAKER SEGMENT - After the last speaker is finished
presenting their prepared speech, ask for the Timer’s Report for any speaker disqualifications
from ribbon awards and instruct members to vote for “Best Speaker” and/or “Most Improved
Speaker”.

3) TABLE TOPICS SEGMENT (State as follows):

a. This segment is to practice speaking impromptu about unannounced topics

b. The Table Topics Master will explain how it works.

c. You the members/audience will be asked to vote for the “Best Table Topics
Speaker” " based on how well the speaker responded to the question with an
introduction, body and conclusion.

d. Please give each of the Speakers your personal feedback on the top “Brief
Evaluations” section of the ballot forms provided — such as a strong skill that you
liked and a skill that may need some work — let’s be a team and help each other
develop as Speakers

CONCLUDING THE TABLE TOPICS SPEAKER SEGMENT - After the last speaker is
finished speaking in the Table Topics session, ask for the Timer’s Report for any speaker
disqualifications from ribbon awards and instruct members to vote for “Best Table Topics
Speaker”.

Additional side notes for the Toastmaster:

1.
2.

Nown ks

8.

Sit near the lectern and be visible to the speakers

You are to indicate “times-up” to any participant running over, (e.g., Table Topic Master,
General and Evaluator, Grammarian’s report, etc....),

You are accountable to manage a timely, professional, efficient and entertaining meeting.
You are not to do anything to distract from the purpose of each segment of the meeting

you are leading or introducing.

DO NOT make commentary or influence the audience for or against any Speaker.

LEAD THE AUDIENCE IN APPLAUSE.

Stay at the lectern to greet each participant with a handshake and a smile.

Never leave the lectern unless your current role is completed. Ask another member to

assist you with whatever you may need or require.
Keep it short, efficient, professional, simple and HAVE FUN.

Note: if you need the members/audience attention — bang the gavel lightly and state “Please
Come to Order” (this maybe necessary with large meetings which tend to be noisy at times)
The President and Sergeant at Arms will always support your direction and commands.
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VOTE COUNTER'’S GUIDELINES

DAY OF THE MEETING:

1) Arrive at least 10-15 minutes early.

2) You or Sergeant at Arms should separate the top “Brief Evaluations” portion of the Ballot
form from the bottom “Ballots” portion and distribute both parts to members only. Guests
do not receive a ballot form.

3) Have extra paper to separately tabulate Best Speaker and Most Improved Speaker that are
voted on the same perforated ballot.

4) Have a container to collect ballots and brief evaluations from the members after their
completion.

When asked by the Toastmaster of the Day to explain your role, say:

The duties of the Vote Counter are:

1) to collect and count the ballots (hold up a ballot form as an example) for

the Best Speaker, the Most Improved Speaker, the Best Table Topics Speaker, and

the Best Evaluator after each segment of the meeting and then give a report at the end of the
meeting.

2) to collect the Brief Evaluations from the members and forward them to the speakers or
speech evaluators, Toastmaster of the Day, Table Topics Master and General Evaluator.

3) to announce and award ribbons to the winners of the voting at the end of the meeting.

The perforated ballot form consists of two parts: The Brief Evaluations portion at the top and
the Ballots portion at the bottom. The “Brief evaluations” portion at the top should be used to
provide feedback to up to 3 speakers or speech evaluators, the Toastmaster, Table Topics
Master and General Evaluator (please write the name of the speaker or speech evaluator to
whom you are providing feedback on the line at the top of the Brief Evaluation portion and I will
deliver them to the appropriate speakers or speech evaluators). The lower “Ballots” portion
should be used to vote for Best Speaker, Most Improved Speaker, Best Table Topics Speaker or
Best Evaluator by writing the name of the speaker or speech evaluator.

I will not cast a ballot. In the case of a tie, I will silently break the tie. I will not announce
that there is a tied vote or the count of the votes. I will only announce the names of the
winners.

NOTE: NO TIES ARE ALLOWED - just pick a winner, but do not announce there was a tie

BEST TABLE TOPIC SPEAKER: The winner is:
MOST IMPROVED SPEAKER: The winner is:
BEST SPEAKER: The winner is:

BEST EVALUATOR: The winner is:




