	General Evaluator's Checklist

(a/k/a Chief Evaluator or Master Evaluator)


	What to Evaluate

· Anything and everything that takes place at a meeting.
	General Evaluator's Comments

· A brief talk on the purpose, techniques & benefits of evaluation (for the benefit of the guests).

· Evaluations are a positive experience designed to help people overcome weak habits and add power to good ones.

· No need to comment on every element take took place at the meeting—pick out a few of the strengths & weaknesses that stand out. 

	
	

	Meeting

· Did each segment of the meeting begin & end on time?

· Were there unnecessary distractions that could have been avoided?


	

	Guests
· Were they acknowledged (before & during meeting)

· Were they introduced? 

· Were they made to feel welcome?

· Were they given a chance to participate if they wanted to?

· Were they asked for their comments about the meeting?


	

	Toastmaster
· Meeting Preparation

· Agenda

· Theme

· Speakers Contacted for their Speech Title & Objectives

· General Evaluator Contacted with the confirmation of the speakers

· Other meeting roles confirmed

· Organization

· Delivery

· Enthusiasm

· Did the TM create an atmosphere of interest, expectation & receptivity?

· Theme

· Tenor of Meeting

· Time Management

· Quality of the Introductions of Assistants & Speakers

Handling of substitutions


	

	Wordmaster (a/k/a Word of the Day)
· Word of the Day (was it fun, challenging, educational, etc.)

· Was a definition given?

· Was it used in a sentence?

· Was a report given on its usage during the meeting?


	

	Grammarian
· Were comments on the use of English during the course of the meeting given in the report?

· Were misuse of language: incomplete sentences, sentences that change direction in midstream & incorrect grammar noted?

· Did the grammarian offer the correct usage in every instance where there was misuse?

· Did the grammarian report on creative or interesting language or phrases uses?

· Were pause filled noticed?


	

	Jokemaster (a/k/a Court Jester, Humorist)
· Was it appropriate for the audience?

· Did it set the mood?

· Was it an effective use of humor?


	

	Topicmaster (a/k/a Table Topics Master)

· Were the TT's challenging?

· Did they spark creativity, imagination, spontaneity?

· Did they give members the opportunity to think on their feet?

· How well are the members stepping up to the challenge in their responses?

· Were ALL members without a meeting role given a Table Topic?

· Were guests asked if they wanted to participate after they saw an example?


	

	Evaluators
· Did Evaluators contact the speaker prior to the meeting to obtain the information about their speech, objective and anything special they were trying to improve?

· Did the they do their job adequately?  Did it include an Opening, a Body & a Close?

· Were they  sensitive to the needs of the speakers?

· Were they positive, upbeat, helpful?

· Did they demonstrate how the speakers can improve their next speech?  

· Were the Evaluators matched to the speaker's level?

· Did they evaluate at the speakers level or above the level the speaker has attained?

· Comment on the quality of the evaluations.


	

	Timer
· Did the Timer communicate instructions clearly & precisely?

· Was each segment of the meeting timed?


	

	Inspiration (a/k/a Thought for the Day, Invocation)
· Was it inspiring?

· Was it appropriate for the audience?

· Was there a take-away from it?


	

	Tipster
· Was it educational?

· Was it targeted for new members or all members?


	

	Business Meeting

· Were parliamentary procedures used?

· Did it flow smoothly?

· Was business covered or scheduled for a future meeting?

· Overall, how well did the President conduct the business meeting?


	


	General Evaluator's (a/k/a Chief Evaluator or Master Evaluator) Pre-Meeting Responsibilities

· The General Evaluator should try to match the Evaluator's experience level with the Speaker's speaking level.

· The General Evaluator should call each Evaluator with their assignments in ample time for the Evaluators to call the Speakers prior to the meeting to obtain some information about the speech and the speaker's objectives.
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