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Newport Center Toastmasters 

Club 231-F

Detailed Description of Duties

PLEDGE & INVOCATION

· The first order of each meeting.

· The President will call on you for your participation.

· If there is an invocation, the pledge may be said first.  If it is a thought or other choice then the pledge is said first. (Some believe that “God before country” should be observed)

· Procedure:

· Ask the membership to “rise and face the flag, place your hand over your heart and repeat with me...”  I pledge allegiance...
· The invocation should not exceed one minute.  This is an opportunity to respect each members’ beliefs and possibly learn about others religious affiliation without an imposition.

TOAST

· After the pledge/invocation the President will call for a “Toast of the day”.

· Your toast to the group should be centered around the theme of the day.

· The toast should not exceed one minute.

BALLOTEER

· The balloteer is responsible for receiving and counting the votes after each portion of the meeting.

· The balloteer does not vote, unless there is a tie vote in which case the balloteer will break the tie.

· At the conclusion of Table Topics, Prepared Speeches and Evaluations, the person leading each of those sections will ask for a vote to be taken and for the ballots to be passed to you.

· You are to tally all the ballots and pass the results to the Toastmaster who will present the awards.

· Whoever gets the second most votes for “Best Speaker: receives the award for “Second Best Speaker”.

· The awards for “Most Improved Speaker”, “Risk Taker” and “Spark Plug” are only to be given if 5 or more votes for those categories are cast.
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WIZARD OF AHs

· The Wizard of Ahs is to listen very carefully for any use of, long pauses, ah’s and um’s,    and-ahs, and unusual fill-in words.  When these non-words are heard, the wizard is to ring the bell gently to make the speaker aware but not so loud that he/she is interrupted.

· The bell is to be used during the complete meeting except during prepared speeches. Speakers have the option of asking the Wizard of Ahs to be included.

· After the individual evaluations, the General Evaluator will call on the Wizard for a report on the number of Ahs used by each member.

· The Ahs bell is not to be used when guests speak during table topics.
JOKEMASTER

· The jokemaster is to bring a funny, short, clean, story. S/he is to relate it with the learned skills from the projects given. As a challenge it is preferably to be delivered without reading it.  

EDUCATIONAL MINUTE

· Topics that can assist members to improve communication and leadership, in the club, business or socially. It can be a topic familiar to the member, one researched , or one the member has noticed could be improved in the meetings. The time is one minute as the title indicates.
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GRAMMARIAN

· As Grammarian, you are responsible for listening carefully to everything said during the meeting and to provide an evaluation to the membership at the end of the meeting.

· Watch for misuse of language and verbal crutches.  Unusual words well used should also be mentioned as a positive reinforcement.

· The Grammarian is responsible for providing the “word of the day” which must be used by every respondent during the Table Topics portion of the meeting.

· It is best to choose a word which is different and unique, and hopefully which lends itself to the theme of the day.

· The correct way to provide a “word of the day” is to print it on a surface large enough to be seen by everybody in the room, together with an explanation of what the word means, and how to use it in a sentence.

· The word of the day must be used in its proper context by each person called upon during the Table Topics portion of the Meeting, in order for them to be eligible for the “Best Table Topics” award.

· At the end of the Table Topics portion, the Table Topics Master will call upon you for a report on who incorporated the word of the day in their presentation.

· At this point, your report should only list the eligible participants, and should not include a grammatical evaluation of the meeting up to that point.

· Your complete grammatical evaluation will be called for by the General Evaluator during the evaluation of the meeting.
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INDIVIDUAL EVALUATOR

· The General Evaluator should assign you to a specific speaker well before the meeting so that you have time to contact that person to find out which areas of particular emphasis the speaker would like you to pay attention to.   This also gives some insight into the objectives of the speech.

· Get the manual from the speaker prior to the start of the meeting and read the instructions and objectives which the speaker should achieve with this speech.

· Pay attention to all aspects of the speaker’s presentation.

· When called on by the General Evaluator, give a two minute evaluation.

· Your comments should be suggestions for improvement rather than strictly negative feedback.

· Write your comments in the speaker’s manual before you return it.
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TIMER

· The timer is responsible for timing the different portions of the meeting (Table Topics, Speeches, Evaluations) and giving a report when called upon.

· The timer has a system of light with which to let each participant know when he/she has reached the timing goals.

· When the speaker has reached the minimum time allotted, the timer will turn on the green light.

· Halfway between the minimum and maximum time allotted, the timer will turn on the yellow light.

· When the speaker has reached the end of the time, the red light will be turned on.

·  The timer should be sensitive to the location of the timing lights in relation to the speaker.  Sometimes the speaker may have a poor line of sight to the timing lights and the timer should attempt to move the lights or hold them up if necessary so that the speaker has a clear look.

· The timer should take directions from the person running each portion of the meeting in regards to the timing guidelines for that portion.

· Depending on the turnout for the meeting, the Table Topics Master may decide to increase or decrease the usual time of 1 1/2 minutes.

· Refer to the timing guidelines which should be passed out to you just prior to the start of the meeting for specific timing details, but keep in mind that for Table Topics, Evaluations, and Speakers, each must reach the minimum time required in order to be eligible for an award.  In all three categories, an additional 30 seconds is allowed at the end to be qualified.

· For International and Humorous Speech Contest prepared the speaker is allowed a range of 30 seconds less than the minimum target time and 30 seconds more than the maximum target time.

*Note that there is a standing club rule that limits maximum speech length to 8 minutes
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TABLE TOPIC MASTER

· The Table Topics portion of the meeting teaches us to think on our feet and respond appropriately without any advanced notice as to the questions to be posed.

· Questions should be formulated around the theme of the day.

· The Table Topics Master should prepare questions for all members of the audience prior to the meeting.

· As it is difficult to guess how many people will attend a given meeting, it is advisable to prepare more questions to be used than expected. (Be prepared)
· It is recommended that the prepared questions be sent to the Toastmaster and the hot seat, on or before the night before the meeting, in case at the last minute the Table Topics Master is unable to attend.

,
· Every person who does not have a major duty should be called upon during the Table Topics portion of the meeting.

· This is the only opportunity that these people will have to speak, and after all, that is why we are all here.

· It is up to the Table Topics Master to be sure that everyone has a chance to respond, so it is imperative that the timing guidelines for the day be set to correspond to the turnout for the day.

· To illustrate, there are 11 major duties for each meeting (Toastmaster, Table Topics Master, General Evaluator, 4 Speakers and 4 Evaluators).  There are also 6 minor duties (Timer, Balloteer, Grammarian, Ah Counter, Pledge and Invocation and Toast).  These people should be given an opportunity to respond during Table Topics if at all possible, however, they should be called upon last to be sure everyone else has an opportunity.

· Just prior to the start of the meeting, he/she is to check with the Toastmaster and General Evaluator for any changes in the program to be sure he/she does not call on anybody with a major duty.

· If there are any guests, a brief explanation of the purpose of Table Topics is to be given

· He/she reminds everybody to use the word of the day in their response.

· Guests are given three choices:

1. Take a question

2. Tell the audience about themselves

3. Decline to speak

· He/she sets the timing for the day based on the turnout and the speakers.

· Normally 1 & 1/2 minutes can be allowed, however, if more than 23 people are at the meeting, reducing the total time to one minute should be considered.

· If the turnout is light (18 or less) increasing the time to 2 minutes may be considered.

· When choosing the next participant, any desired rotation system can be chosen, but sandwiching guests somewhere in the middle of the session is a suggestion.

· He/she needs to try to keep the questions concise and to the point.  If questions ramble on or are too vague, it confuses the respondents and wastes the time allotted to answer.

· After the last eligible person has participated, he/she calls on the Grammarian for a report on who used the word of the day in their response.

· He/she calls on the timer for a report on who spoke within the correct time frame.

· He/she asks the audience to mark their ballots for the person they feel did the best job with their response and pass them to the Balloteer.

· He/she makes any comments he/she feels are appropriate.

· He/she returns control of the meeting to the Toastmaster.
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Please refer to the following points to help you while preparing for your duties at the upcoming meeting.


TOASTMASTER
· Think of yourself as the Chief Executive Officer of the meeting.

· You are responsible for all aspects of the meeting from planning through implementation.

· You should begin preparation for the meeting no later than 5 days prior to the meeting.

· You should contact everyone who has a duty, with the exception of the individual evaluators who are the responsibility of the General Evaluator, to be sure they will attend and that they are prepared.

· If any person assigned a duty is not available to attend, the Educational Vice President should be contacted for the name of another person to fill in.

· As the Toastmaster you should remember to prepare your own introduction. The printed agendas are to be prepared, printed and brought to the meeting by you.
In case the Table Topics Master cannot attend the meeting, it is recommended that the Table Topics Master sends a list of questions to the Toastmaster and the hot seat, the night before to ease the transition to the hot seat. The Toastmaster is to bring a printed copy of those questions.
· When introduced by the President, the Toastmaster assumes control of the meeting and is expected to run an efficient, pleasant and timely meeting. 

· Begin by making any opening remarks you feel are timely and will help set the mood for the meeting.

· Call upon the Timer, Balloteer, Grammarian, and Wizard of ahs, to explain their duties, making sure the Grammarian presents the word of the day at this time.

· Introduce the Table Topics Master using the introduction requested from him/her prior to the meeting.

· Remember to give enough information about the person you are introducing to get the audience firmly committed to paying attention to that person.  It is a good idea to read the section in your Toastmasters manual dealing with introductions prior to the meeting.

· When the Table Topics Master has returned control of the meeting to you, introduce the speakers.

· You are responsible to set the order of their presentations.  If a speaker is giving an Ice Breaker speech, he/she should be the first speaker.  In your introduction, build up the speakers and the speeches as enthusiastically as possible.  State which manual the speech is from, the speech number and topic, and read the objectives which are to be accomplished for the speech.

· Let the Timer know the timing guidelines before each speech.

· Please note that there is a standing club rule which limits speech length to 8 minutes maximum (reason for rule is to ensure that we can fit in the maximum number of speakers without going overtime). This rule may be suspended by making a motion to "suspend the rules" regarding speech time limits for the duration of a meeting in order to accommodate a longer speech. However, this motion should be made in advance of the proposed violation so club members can vote on it. Also, if a longer speech is to be accommodated, the Toastmaster should make appropriate adjustments (such as reducing time for other speakers or cutting speakers) in advance to allow for a longer speech without causing the meeting to run into overtime.
· At the end of each speech, read the objectives again so the audience is reminded of what the speaker was trying to achieve in the presentation, then ask that everyone send a comment to the speaker regarding the presentation.

· After all the speeches have been given, call for a Timer’s report to see who is eligible for the Best Speaker award and direct the audience to vote for Best Speaker from those who qualify.

· Remind the audience not to vote for Second Best Speaker as that position is automatically given to the speaker who receives the second largest number of votes for best speaker.

· Remind the audience to vote for Most Improved Speaker if they feel it applies.

· Introduce the General Evaluator using the introduction requested from him/her prior to the meeting.

· When the General Evaluator returns control of the meeting to you, be sure that the Grammarian’s report was given and that the audience has been directed to vote for Best Evaluator, and additionally for Risk Taker and Spark Plug if it applies.

· Call on the Joke Master for the joke of the day.

· Make any closing comments you desire to wrap up the meeting while waiting for the ballots to be counted.

· After you are presented with the list of award winners, present those awards and return control of the meeting to the President.
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GENERAL EVALUATOR

· The General Evaluator is responsible for evaluating all portions of the meeting and assigning the individual evaluators to specific speakers.  This job should begin during the week prior to the meeting so that the individual evaluators have the opportunity to call the speaker they will evaluate and discuss the upcoming presentation.

· He/she is to take notes on all parts of the meeting he/she feels were done well, could improve, need immediate change, etc.  He/she is to think of the job as an employer evaluating employees -- how he/she would you like to see the jobs run more efficiently?

· When introduced by the Toastmaster, he/she will call on the evaluators to give their two minute evaluation of the speaker to whom they were assigned in the same order the Toastmaster assigned the speakers.

· When all the evaluations have been rendered, he/she will call for a timer’s report, and then direct the audience to vote for the best evaluator.

· He/she is to call on the Grammarian to give a report on the meeting.

· Now it is his/her turn to evaluate the meeting.

· Remember, the General Evaluator is not to evaluate the speeches.  It is, however appropriate to have comments about the evaluators.

· Comments are to include subjects such as the running of the meeting, proper introductions, etc., and what is appropriate to wind down the meeting in a timely manner.

*The assignment of evaluators to speakers is at the discretion of the General Evaluator. The schedule published by the VP of Education has evaluators assigned sequentially based on alphabetical last name ordering. No significance should be attributed to this default assignment, 

whereby Evaluator 1 (E1) is assigned to Speaker 1(S1), E2 to S2, etc. The General Evaluator is encouraged to assign evaluators to speakers as he/she chooses.
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HOT SEAT

· The HOT SEAT is an experienced club member who has performed all duties within the club at least once. He/She should be prepared to handle any duty on the day of the meeting.

· No advanced warning will be given since he/she is filling in for someone who cannot perform his/her duty on the day of the meeting.

· He/She should prepare his/herself by:

· Familiarizing him/herself with all the major club responsibilities (Toastmaster, Table Topics Master, General Evaluator, Evaluator) and all the minor club duties (Timer, Balloteer, Grammarian, Wizard of Ahs, Pledge / Invocation, and Toast).
· Prepare a generic introduction that can be used should he/she need to fill in as Toastmaster, Table Topics Master, or General Evaluator.

· Prepare a presentation and an introduction for his/her presentation so that he/she is ready if a Speaker is needed.

· Arrive at the meeting early so that he/she can be ready for any duty.
