High Noon Toastmasters – Chief Evaluator

(NOTE:  These are general guidelines – to read more about TM meeting roles, see the back section of the Communications and Leadership Program manual or the booklet “A Toastmaster Wears Many Hats”)

Before the Meeting:

· Advise the Toastmaster of any changes in your team. (You are responsible for confirming the evaluators, the Ah Counter and Grammarian.)

· Confirm Speakers with the Toastmaster and assign evaluators to speakers.

· Get biographical information from the Evaluators for your introductions, and try to weave the theme of the meeting through the intros. 

At the Meeting:

Confirm that your team (Evaluators and Functionaries) are present:

· Ah Counter

· Grammarian

· Evaluator

· Evaluator 

Explain the evaluation portion of the meeting: 

The purpose of this portion of the meeting is two-fold:

1. To provide the featured speakers with immediate, constructive feedback on the delivery and content of their speeches, in a way that builds and maintains self-esteem, so that they are motivated to continue to work hard and improve their future speeches

2. To provide an opportunity for evaluators to enhance their ability in listening, crafting and delivering an evaluation speech within an immediate and short time period.

Process:

We like to think of speech evaluations as utilizing a ‘sandwich approach’:  ‘begin’ and ‘end’ each evaluation with a note of encouragement or praise, by pointing out specific examples of what the speaker did well.  In the ‘middle, provide specific suggestion(s) for improvement that the speaker can work on for their next speech.

Since the evaluation time is limited, we can’t try to cover too much in each evaluation speech – possibly one point on organization; one on delivery; and one on attainment of the purpose or objective of the particular speech; and suggestion for future improvement.

Timer: Please provide us with the timing requirements . . .  (2-3 min.) Thank you.  (Lead with clapping)
Evaluator for Speaker #1:  Evaluating ____________ today is ___________  (say some introductory words about the Evaluator – how long in TM, goals attained; CC, AC, CL, AL, DTM, etc.)
Please help me welcome _______________to the lectern.  (lead with clapping)

Evaluator for Speaker #2:  Evaluating _________________ today is ______________  (say some introductory words about the Evaluator – how long in TM, goals attained; CC, AC, CL. AL, DTM, etc.)

Please help me welcome ______________________to the lectern.  (lead with clapping)
_______________________, can I please have a timers report?

Please forward your votes to our Vote Counter ________________________ 

While we are waiting for the votes to be tallied, let’s have the Ah Counter and Grammarian reports:


Ah Counter stands and delivers her/his report


Grammarian stands and delivers her/his report
(Now, provide an overall evaluation to the meeting commenting on the Toastmaster, Table Topics Master, Ah Counter, Grammarian, Timer, and any other roles that have not been commented on during the meeting.  Also, comment on the general meeting, including the structure of the agenda, whether the meeting kept on time, and any other aspects of the meeting that you found notable)
Turn meeting back to today’s Toastmaster.
