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AT LEAST 24 HOURS BEFORE THE MEETING

Email the Presiding Officer with information about your evaluation: 

As the Presiding Officer at our next meeting, I wanted to give you a heads up on how I, as General Evaluator, will evaluate you. I’ll be looking for the following:

1. Rapping the gavel and calling the meeting to order on time

2. Leading the Pledge of Allegiance

3. Reading the Club’s Mission

4. Announcing any agenda changes

5. If guests:

a. Introducing them (either do this yourself or have another Toastmaster introduce them)

b. Ask the Ah Counter to explain the Ah Counter role

c. Ask the Grammarian to explain the Grammarian role

d. Ask the Timer to explain the Timer role

e. Ask the General Evaluator to explain the comment/ballot form

6. Introducing the Toastmaster with something related to the theme (i.e. ask the Toastmaster a question before the meeting that is related to the theme and use that answer in your introduction)
Email the Toastmaster with information about your evaluation:

As the Toastmaster at our next meeting, I wanted to give you a heads up on how I, as General Evaluator, will evaluate you. I’ll be looking for the following:

1. On the agenda:

a. The Word of the Day and its definition

b. About each Speaker:

i. Speech Title

ii. Manual, Project Name, and Project Number

iii. Objectives

iv. Length of Speech

2. Including the following in your introduction of each Speaker:
a. Speech Title

b. Manual, Project Name, and Project Number

c. Objectives

d. Length of Speech

e. Something about the Speaker that is related to the meeting theme

3. After the Speaker concludes:

a. Optional but recommended: Reminding members to write their comments based on the Speaker’s objectives and then repeating the objectives

b. Not talking while comments are being written

c. Not continuing with the meeting until nearly everyone is done writing their comments

Email the Table Topics Master with information about your evaluation:

As the Table Topics Master at our next meeting, I wanted to give you a heads up on how I, as General Evaluator, will evaluate you. I’ll be looking for the following:

1. If guests:

a. Explain that Table Topics is our impromptu portion of the meeting and what that means

b. Explain that the Word of the Day must be used for consideration for a Best Table Topics ribbon

c. Explain that we rap on the table the first time someone uses the Word of the Day during Table Topics
d. Explain that Table Topics responses should be between 30 and 60 seconds
2. Did not call on any guests

3. Did not call on any Speakers

4. Did not call on any Speaker Evaluators or the CL Evaluator

5. Called on everyone without an assigned role

DURING THE MEETING (sample text)
AFTER BEING INTRODUCED BY THE TOASTMASTER
The evaluation portion of the meeting is probably the most significant part of the meeting. Our evaluations help us learn what we did well as well as what areas we need to improve. The immediate feedback is invaluable to helping us improve. And I have a superb evaluation team to provide us with that feedback.
EVALUATION OF SPEAKER #1

To evaluate ___________’s speech, please join me in welcoming _______________.

:
:

Thank you for those excellent comments, ____________.

EVALUATION OF SPEAKER #2

To evaluate ____________ speech we have the distinguished ______________..

:
:

Thank you, __________ for a superb evaluation.

FUNCTIONARY EVALUATIONS

_________, as our Ah Counter, tell us how we did with those crutch words today.

:
:

Thank you, ___________.

___________, as our Grammarian, please tell us about our eloquent speech today.

:
:

Thank you, ______________.

______________, as our Timer how'd we do time wise today?

:
:

Thank you, ___________.

______________, as our CL Evaluator, please select one project you are evaluating and tell us about your evaluation. 

:

:

Thank you, ___________.

GENERAL EVALUATOR REPORT

It’s now time for my evaluation of the meeting. As General Evaluator, my job is to evaluate all the portions of the meeting that my evaluation team did not evaluate. 

As General Evaluator, I will focus my evaluations, on the Presiding Officer, Toastmaster, and the Table Topics Master. I emailed each prior to the meeting to let them know specifically what I would evaluate them on.
CHECKLIST
	Presiding Officer
	Yes/No
	Comments

	Rapping the gavel and calling the meeting to order on time
	
	

	Leading the Pledge of Allegiance and reading of the Mission of the club
	
	

	Announcing any agenda changes


	
	

	If guests, introducing them or having someone else introduce them
	
	

	If guests, asking the Ah Counter to explain role


	
	

	If guests, asking the Grammarian to explain role


	
	

	If guests, asking the Timer to explain role


	
	

	If guests, asking the General Evaluator to explain the comment/ballot form
	
	

	Introducing the Toastmaster with some trivia related to the theme
	
	


	Toastmaster
	Yes/No
	Comments

	Agenda includes Word of the Day and definition


	
	

	Agenda includes speech title 

	
	

	Agenda includes manual and project number & name
	
	

	Agenda includes objectives


	
	

	Agenda includes speech length


	
	

	Introduction includes speech title


	
	

	Introduction included manual and project number & name
	
	

	Introduction included objectives


	
	

	Introduction included speech length


	
	

	Introduction told us something about speaker in relation to the theme
	
	

	After speech, objectives were repeated


	
	

	During written comments, did not speak


	
	

	Allowed enough time for written comments


	
	


	Table Topics Master
	Yes/No
	Comments

	If guests, explained what Table Topics is


	
	

	If guests, explained what rapping on table is


	
	

	If guests, explained what the min/max time is


	
	

	Explained that Word of the Day must be used to eligible to be voted Best Table Topics
	
	

	Did not call on guests


	
	

	Did not call on Speakers


	
	

	Did not call on Speaker or CL Evaluators


	
	

	Called on all those without assigned roles


	
	


	Additional items to look for
	Comments

	Remind Speakers to let the Sergeant At Arms or Toastmaster know before the meeting starts if the lectern should be moved.
	

	Remind everyone to not leave the lectern without handing it off to someone by shaking the next member’s hand.
	

	Remind everyone that the comment/ballot form should be used to make comments for everyone; not just the Speakers.
	


VOTING

Please take a moment, now, to vote for the Best Speaker, Best Evaluator, and Best Table Topics at the meeting and also to award Special Recognitions to anyone for any reason. When you've completed your ballot, pass them to our Sergeant at Arms, _____________. You do not need to tear or fold them.

TURN OVER

Now please welcome our VP of Education ______________.
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