Dynamic Speakers Meeting Roles (last updated 03/13/2009)

Toastmasters

► One week before the meeting:

· Remind the Speakers, Table Topics Master, and General Evaluator of their roles and ask for information to use during your introduction of them (usually a theme related question). 

· Ask the Speakers for the manual, project #, speech objectives, title of speech, and length of speech.

· Create an agenda that includes speaker information (manual, project #, speech objectives, title of speech, and length of speech). Bonus if you incorporate the theme into the agenda.

· Choose a word of the day and put it into the agenda.

· Optionally buy snacks for the meeting.

► Just before the meeting:

· Display a print out of the word of the day or write it on the board.

· Coordinate with Speakers about whether they want the lectern on the table or on the floor and if they have any slides to show.

► At the meeting:

· Announce the word of the day and its definition.  
· Open by discussing the theme for 1-2 minutes.

· Introduce each Speaker and include manual, project #, speech objectives, title of speech, and length of speech as well as something about the Speaker that relates to the theme.

· Allow members at least one minute after each speech to write notes. Bonus if you remind the members of the Speaker’s objectives and those members should be evaluating the Speaker on those objectives. 
· Introduce the Table Topics Master with a comment related to the theme. 
· Introduce the General Evaluator with a comment related to the theme.

· Hand out Best Speaker, Best Evaluator, Best Table Topics, First Timer, and Special Recognition awards.

Speakers
► One week before the meeting:

· Notify the Toastmaster of the manual, project #, speech objectives, title of speech, and length of speech.

· Notify your Evaluator of the manual, project #, speech objectives, title of speech, length of speech, evaluation questions in the manual, and anything special you would like the Evaluator to evaluate.

· Notify the Timer of the length of your speech.

► Just before the meeting:

· Bring the manual or a copy of the evaluation form to the meeting. Give it to the Evaluator.

· Let the Toastmaster know if you need the lectern on the floor.  

· Set up the projection unit and slides so that they are ready to go when you begin your speech.

► At the meeting:

· Present speech.

Table Topics Master
► One week before the meeting:

· Select discussion, a game, etc. If writing questions for a question & answer Table Topics, prepare 10-13 questions (enough material to go to 12:10, so have extra just in case).

► At the meeting:

· If there are guests, explain that Table Topics is impromptu and that Speakers, Evaluators, and Guests are not called on. Explain that we rap on the table during the first use of the Word of the Day by each member and that members have 30-60 seconds to respond.
· Run Table Topics. Never call on Speakers, Evaluators, or Guests.

Presiding Officer
► At the meeting:

· Begin meeting by rapping the gavel, lead the Pledge of Allegiance, Reading of the Club Mission, and Introduce Toastmaster*.

· If guests, welcome them to the meeting and ask functionaries to explain their roles, and the General evaluator to explain the ballot/comment form.

· At end of meeting, ask guests for comments and invite them back and to join.

· Close meeting (after awards) by making any announcements and rapping the gavel.
General Evaluator
► One week before the meeting:

· Remind the Evaluators, CL Evaluator, Ah Counter, Timer, and Grammarian of their roles.

► At the meeting:

· If there are guests, explain that this is the evaluation portion of the meeting where we learn what we did right and where we need to improve.

· Introduce each Speaker Evaluator.

· Request Ah Counter report.

· Request Grammarian report.

· Request Timer report.

· Request a CL Evaluation report.

· Give a 1-2 minute evaluation of anything not covered by the Evaluators, Ah Counter, Grammarian, or Timer.

· Request votes for Best Speaker, Best Evaluator, Best Table Topics, and Special Recognition.

Evaluator
► One week before the meeting:

· Request from the Speaker the manual, project #, speech objectives, title of speech, length of speech, evaluation questions in the manual, and anything special they would like you to evaluate.

► Just before the meeting:

· Get the manual or a copy of the evaluation form for the project from the Speaker or from the cabinet. 

► At the meeting:

· Give a 2-3 minute evaluation of the speech based on the evaluation form for the project.

· Give the completed written evaluation form to the Speaker.

CL Evaluator

► One week before the meeting:

· Send an email to the general membership and request those who wish to have a CL evaluation to notify you.  Note that last minute fill- ins before the meeting may request CL evaluations as well.

► At the meeting:

· Select one of the evaluations and present a 45 seconds - 1 minute evaluation. Base the evaluation on the form for the CL project.

· Give the completed manual evaluation forms to members evaluated.

Ah Counter
► At the meeting:

· Click each time you hear an “ah”, “um”, “so”, “and”,  throat clearing, etc. and mark it on the Ah Counter sheet. IMPORTANT: Do not click during formal speeches.

· Report on the number of crutch words when asked by the General Evaluator. 30 seconds - 1 minute report.
Grammarian
► At the meeting:

· Note uses of eloquent or incorrect grammar on the Grammarian sheet.

· Count the Word of the Day usage during Table Topics.

· Report on grammar usage and Word of the Day usage when asked by the General Evaluator. 30 seconds - 1 minute report.
Timer
► One week before the meeting:

· Ask the speakers for the length of their speeches.
► At the meeting:

· Time members as indicated on the Timer sheet. You do not need to time anything not listed.

· Use the blue card when the time reaches 12:10 to halt Table Topics

· Report on times on the Timer sheet when asked by the General Evaluator. 30 seconds - 1 minute report.
