The Toastmaster

A Mile Square Toastmasters ”Cheat Sheet” Guide

"Knowledge becomes wisdom only after it has been put to practical use." - Albert Einstein

Introduction: This document is a 6-point plan to make the role of the Toastmaster as easy and relaxed as possible. For this to occur, the Toastmaster should read this document before the meeting, and refer to it throughout. This will provide guidance to the structure of the evening and make it an enjoyable experience.

The Role of the Toastmaster: The Toastmaster is responsible for running the evening's meeting according to the agenda. All eyes are looking to you for coordination and guidance.

1. Preparation: Forward agenda to members a few days before scheduled meeting to confirm roles and fill open slots. If you like, think of a theme for the meeting. You may want to do a little homework on each speaker so that you can introduce them with something interesting. Contact the speakers a few days before the meeting to get their speech titles, timing, and any other helpful information.

Bring sufficient printed agendas (about 25), evaluation sheets and ballot slips. Note: the best time to print the agenda is after 5pm on the Monday of the meeting. The forms are all available on our web-site. Print a copy of the agendas for the next 4 meetings to pass around the room so people can sign up for roles in the next few meetings.

Arrive 15 minutes early to arrange seats and welcome members. Note down any absent volunteers for roles on the duty roster. Be sure that the duty roster accurately reflects the time for each speech and that the timer understands when to show the various colored cards.

2. At The Meeting: Introduce yourself as the evening's Toastmaster. This should be something along the lines of: "Good evening Toastmasters and honored guest(s). Welcome to The Mile Square Toastmasters and thank you for coming along to tonight's meeting." Ask any guests to introduce themselves. Then quickly run through the agenda for the meeting. 

3. Table Topics: Explain how Table Topics is conducted - participants must speak for at least 1 min. but no more than 2 min. Ask the audience to vote for whom they believe was the best speaker during Table Topics, and ask them to note their choices on the ballots that you've provided (after both the prepared speakers and evaluators have been voted upon, they will pass those ballots to the Table Topics Master for tallying). 

4. Prepared Speeches: Introduce the speakers by their names, summary of Speaker's general background, and/or a summary of his/her speaking achievements. Tip: e-mail speakers in advance and have them answer a question or questions. You can use their responses in your introductions. 

On completion of each prepared speeches, ask for written feedback from the audience, to be given to the speakers. It helps the flow of the meeting if the

passing of evaluations to each speaker is held until the end of the meeting. Be sure that the videographer is ready before introducing the next speaker – changing discs in the camera takes a minute or two. When all the speeches and evaluations have been completed, remind the audience to vote on the best speaker and best evaluator, and for them to give the slips to the Table Topics Master after those votes are recorded. 

5. State the date of the next meeting and try to fill roles. Encourage new members or guests to volunteer for minor roles, such as Ah Counter, Video Person, or Timer. For prepared speeches, encourage members who have not done a speech, or who have not spoken in some time, to volunteer. Try to schedule at least one 'Ice Breaker' speech. Be sure to check with the president or other club officers to see if there are any administrative announcements.

Finally, close the evening with something like, "I would just like to thank everyone for speaking tonight and I welcome the guests who are here for the first time. I look forward to seeing you all at the next meeting. Please try not to leave any litter or agendas lying around".

6. ADDITIONAL NOTES AND TIPS

· The meeting is enriched if your introductions are interesting, informative, and help us "get to know" the speakers/evaluators a little better. 

· Introduce each speaker by his/her name. 

· Greet each speaker with a handshake and lead the applause. Do the same on completion of the speech. 

· Thank the speaker on completion of the speech and try to add some insight to what you've just heard (e.g. "I've seen/heard about that movie", etc.) 

· It is not necessary to announce timings, as these are included in the program. 

· You or the Table Topics Master will announce the winner of Table Topics, Best Speaker and Best Evaluator – co-ordinate this before the meeting starts. 

· It is your job to clear up after the meeting. Pick up stray or extra agendas, straighten the chairs, etc. Anticipate leaving the building no later than 9:15pm.
· Members with meeting roles should be present by 7:20-7:25 p.m. or risk loosing their role for the evening.  The Toastmaster needs to have roles confirmed before the start of the meeting for the meeting to run smoothly.  Toastmaster, Table Topics Master, General Evaluator, Grammarian, Ah Counter, and Timer all need to be present at the start of the meeting.

Members who are doing Prepared Speeches or Evaluations should contact the Toastmaster ahead of the meeting if they will be running late so they can retain their speaking role.

· The meeting will flow better if you mail out your cell phone number or email address to all on the agenda by Sunday night/Monday morning.  This way if someone will not able to fulfill their role you can plan ahead of the meeting for this. 

7. Closing out the Meeting.

After the meeting the Toastmaster must update the Duty Roster to include the names of those who filled roles for the evening and put it into the archives for the VP of Education to track.  Update the Duty Roster by selecting “Edit/Delete this Roster”.  Fill in the appropriate names.  Place a check in the “Delete this Roster” box. Then press the “Update/Save Roster” button.
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