TOASTMASTERS ROLES
TOASTMASTER:

•
Contact the scheduled speakers (Wordmaster, Jokemaster, Speakers 1 and 2, Table Topics Master, Master Evaluator) two weeks ahead to confirm that they will be performing their scheduled roles.

•
Communicate any changes in the schedule to the Scheduler/Secretary by the night before the meeting.

•
Be prepared to change the order of speakers or get a pinch-hitter for simple roles (timer, ah/ano counter, evaluator) in order to start the meeting on time when scheduled participants are late.

•
Briefly introduce each speaker (i.e., recent news/activities, answers to a particular question/theme) and provide transition between each part of the meeting.

•
Acknowledge guests and ask them to briefly introduce themselves.

•
Turn meeting over to Master Evaluator after Table Topics; however, after evaluation is done, the Master Evaluator will turn the meeting back over to you for closing.

•
The lectern area should never be empty during the meeting.  Wait for each speaker to arrive up front, and give them a handshake or bow.

TIMER:

•
Sit in a location where you will be easily visible to the speakers (usually the back of the room).

•
Make sure you understand how to operate the stopwatch and what the timing guidelines are before the meeting starts.

•
Explain your role at the beginning of the meeting as clearly and briefly as possible.

•
Once you raise a card, keep it up until you raise the next card.  Once you have raised the red card, keep it up until the speaker finishes.

•
Give your report at the end of the meeting, when called on by the Master Evaluator.

•
General timing guidelines are as follows:


ROLE(S)


GREEN
YELLOW

RED


Wordmaster, Jokemaster,
2 min.

2 min., 30 sec.
3 min.



Evaluator


Icebreaker Speech

4 min.

5 min.


6 min.


Regular Speech

5 min.

6 min.


7 min.


Table Topic Responder
1 min.

1 min., 30 sec.

2 min.

•
There may be special exceptions for advanced manual speeches and contests; if appropriate, be aware of these before the meeting starts.

AH/ANO COUNTER:
•
Explain your role at the beginning of the meeting as clearly and briefly as possible.

•
Count filler words (i.e., "um," "ah," "you know," "ano," "etto," "sono") for every speaker except guests.  

•
Give your report at the end of the meeting, when called on by the Master Evaluator.

•
It may be helpful to call members' attention to specific fillers they tend to use, but it is not necessary to count each different word separately.

TOASTMASTER, MASTER EVALUATOR & EXTENDED TABLE TOPICS MASTER --

PLEASE REMIND THE MEMBERS FILLING THOSE ROLES IN THE NEXT MEETING

WORDMASTER:

•
Explain a word or expression that can help people enrich their vocabulary.  Give a clear definition and examples of correct usage.

•
More than one word or expression can be used if they are related, but more than two or three can become confusing and less effective.

•
Try to choose words or expressions that are timely (related to seasonal or current events), or that are often misused or misunderstood.

•
Choose words or expressions that are easy to use, so that other speakers in the meeting can incorporate them spontaneously.

•
Time Limit:  Two to three minutes.

JOKEMASTER:
•
Tell a joke or humorous story.  It can be as simple as something funny/strange that happened to you on the way to work.

•
Stick with one joke or story that fills the time, unless you have two that are related -- no strings of one-liners!

•
Try to remain within the bounds of good taste.  Avoid:   jokes that are blatantly derogatory about a particular ethnic, cultural or religious group; jokes that are overtly sexual; jokes that rely on obscene language.

•
Time Limit:  Two to three minutes.

SPEAKERS 1 & 2:

•
We encourage everybody to focus on speeches in the Communication & Leadership Manual, and aim for CTM (Competent Toastmaster)!

•
Talk with your Evaluator before the meeting so that he/she knows what you want to be evaluated on.  He/shie can also give you input to help prepare your speech.

•
Start working on your speech as soon as possible after being scheduled; allow time for rehearsal, so that you keep within the proper time limit and feel more comfortable with your speech.

•
Keep a running list of topic ideas for future speeches.

•
When you are working on advanced manuals, you will need to consult with the Scheduler in order to have the appropriate amount of time at a meeting.

•
When giving a manual speech, bring your manual to the meeting for your Evaluator to use, and have the Educational Vice President sign your Project Completion Record.

•
Time Limit:  Generally five to seven minutes; check your manual for specifics.

**********************************************************************************

If you know ahead of time (more than three meetings in advance) that you will not be able to attend at a certain time, it is YOUR responsibility to notify the scheduler.

If you miss a meeting and need an updated schedule, it is YOUR responsibility to contact the scheduler for this information.  The schedule is usually sent to everybody by e-mail as well.

If you are unable to attend a meeting you are scheduled for, it is YOUR responsibility to find a replacement and to communicate the change to the Toastmaster.

If you are assigned a role you do not fully understand, ASK another member for assistance.

If you have ideas, suggestions, complaints or comments, please contact one of the officers.  Better yet, attend an Officers' Meeting.   Even better, become an Officer!  This is YOUR club!

TABLE TOPICS MASTER:
•
Give a very brief introduction to your topic (one to two minutes maximum).  The purpose of Table Topics is to give others a chance to speak.

•
Choose topics that everybody can easily connect with and respond to, i.e., current events, seasonal topics.  You can also be creative in your approach -- using props, giving people imaginary situations, etc. -- especially when you are Table Topics Master during the second half of the meeting when you have more time.  Avoid controversial and extremely personal topics such as religious or sexual matters.  The topic and related questions can be either serious or humorous.

•
Try not to phrase questions in such a way that they can be answered with a simple "Yes" or "No."  The purpose is to stimulate a mini-speech in response.

•
Focus on asking questions to people who do not have roles in that particular meeting.  Next, choose people who did not have major roles (i.e., Wordmaster, Jokemaster, Evaluator) -- do not pick the Timer or Ah/Ano Counter.  Do not pick guests, unless they have indicated an interest in trying.

•
Your Table Topics session will go more smoothly if you decide ahead of time (during the rest of the meeting) who you are going to pick.  Address the responder BEFORE stating the question -- this will reduce the need for repetition, and will give the responder a little more time to prepare mentally.  Asking, "Who wants to answer?" is usually not effective and can create an awkward situation.

•
During the first meeting, you usually need to limit your table topics session to four or five responders.  Adjust according to whether the meeting is running early or late.  This is another reason to limit YOUR comments.

•
Finish the session with a brief conclusion, then return the meeting to the Toastmaster. 

TABLE TOPICS RESPONDERS:

•
Take a few moments to compose your thoughts before beginning to speak.  The purpose of table topics is to think on your feet and organize a mini-speech.  It is better to take a little time before starting than to just ramble in order to fill up time.

•
Try to fill as much of your time as possible rather than sitting down as soon as you see the green card!

•
If you don't like the question, use it to change to a topic that you would rather talk about and go from there!

•
Even if the question is phrased so that it can be answered with "Yes" or "No," elaborate on why that is your answer, or use it to springboard to another topic.

•
Stay alert during table topics so that you are prepared to answer the question if you are picked.  However, if the question is not clear you can ask for repetition and clarification.

•
Address the entire room, and keep your eye on the timer.

•
Time Limit:  One to two minutes

ALWAYS WAIT FOR THE NEXT SPEAKER

BEFORE LEAVING THE LECTERN!

DON'T FORGET THE HANDSHAKE OR BOW!

MASTER EVALUATOR:

•
Contact the Evaluators, Timer and Ah/Ano Counter two weeks ahead to confirm that they will be performing their scheduled roles, and to make sure that they understand what to do.  Let the Toastmaster know that everything has been confirmed, and notify him/her of any changes.

•
The Toastmaster will turn the meeting over to you after all speeches, usually following Table Topics.  First, bring up each Evaluator for the speech evaluations.  Next, ask the Timer and Ah/Ano Counter to give their reports.  Finally, give an overall evaluation of the meeting.

•
In your overall evaluation, focus on the Toastmaster, the Wordmaster, the Jokemaster, the Evaluators, the Timer, the Ah/Ano Counter and the Table Topics Master.  Only give additional comment on the Speakers if you think the Evaluators missed something important.  Don't spend time evaluating all the individual responses to Table Topics -- just mention anything that you think deserves particular praise or critique.

•
Focus on positive aspects, but make mention of anything that you think could be improved.  Evaluate in accordance with what each participant is supposed to achieve in their role, and keep in mind each person's level (i.e., first time as Toastmaster, seasoned evaluator).

•
Although you are not timed, please keep your comments to around five minutes.  You can request assistance from the Timer if you wish.  The first meeting needs to be finished no later than 8:15.

•
Turn the meeting back over to the Toastmaster for closing.

EVALUATOR:

•
Talk with the Speaker you will be evaluating ahead of time.  Find out what type of speech it will be (i.e., what number in the manual) and what the Speaker's objectives and concerns are.  Be available for assistance and encouragement before the meeting.

•
Maintain a positive tone, but also mention a point or two that could be improved.  Take into account the level of the Speaker and his/her progress.

•
Ask the Master Evaluator for help ahead of time if you have never evaluated before.

•
Remind your Speaker to bring his/her manual, and use it in your evaluation.

•
If the speech is not a manual speech, focus on basic elements (structure, gestures, etc.) and whatever the Speaker is trying to accomplish and improve upon.

•
Time Limit:  Two to three minutes

**************************************************************
SECOND MEETING -- EXTENDED TABLE TOPICS

TOPICMASTER:

•
Same guidelines as in first meeting, but with more time to ask questions.  However, you need to adjust the meeting according to how much time you have left after the first meeting and the break.

•
Contact the Timer, Ah/Ano Counter and Evaluator two weeks ahead to confirm that they will be performing their roles.  Notify the Scheduler/Secretary of any changes by the night before the meeting.

•
Introduce the Timer and Ah/Ano Counter before starting the Table Topics Session.  After your conclusion, turn the meeting over to the Evaluator (by 8:40).

TIMER & AH/ANO COUNTER:

•
Same basic guidelines as in first meeting.

•
Timing for responders is the same as for the first Table Topics session -- one to two minutes.

EVALUATOR:

•
First, ask the timer and ah/ano counter for their reports.  Next, evaluate the entire session.

•
Keep the evaluation brief (two to three minutes) -- you may have the timer assist you if you wish.  You need to be finished by 8:45 so that there is time for a short business meeting.

