GENERAL EVALUATOR

Meeting Role & Checklist
Each of us is an evaluator.  

From our first cup of caffeine or other energizer-bunny morning activity to our last yawn at night, we are constantly evaluating the people and things around us.  We evaluate in the hopes that we may be able to improve the environment in which we live.  

Like a speech evaluator, the General Evaluator notes what was done well and suggests areas for improvement.   This helps us all maintain meeting excellence.   The General Evaluator’s evaluations set the tone for the level of excellence at each club meeting.  Evaluations serve as learning experiences for each person present and promote teamwork as well as individual growth.  
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The General Evaluator’s Role

	Purpose
	To create a positive experience designed to help meeting planners and participants overcome weak habits and add power to good ones.   To promote teamwork, as well as individual growth.



	What to Evaluate


	Anything and everything that takes place at a meeting.  Look for good examples in preparation, organization, delivery, enthusiasm and performance of duties, as well as areas for improvement. 



	3 Time Periods for Duties
	To be effective, the General Evaluator must be aware of the duties required.  

These duties can be broken down into 3 time periods:  

· What to do before the meeting,

· Upon Arrival at the meeting, and

· During the meeting. 



	Timing
	The general evaluation itself is a challenging task.  With only 2 –3 minutes for a general evaluation, there is not much time for a thorough report.  



	Tips for Making the Most of the Time
	1. Cover only the most important points.  

· Don’t try to mention every item on your note pad.

· Make your report meaningful for enhancing the quality of the next meeting.

2. Highlight some aspects of the meeting that were particularly done well.

· So, if it has been a trouble spot for the club in the past, and this meeting there was notable improvement, celebrate that accomplishment.

3. Mention only flaws that, in your opinion, detracted from the quality of the meeting.  

· Be sensitive and never embarrass anyone.  

4. Make it positive. 

· The overall tone of your evaluation should be encouraging and helpful.  

· A good evaluation promotes personal development as well as club teamwork.  

· You want to motivate the team to do better next time; and a positive approach is the best way to accomplish this.
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General Evaluator Checklist

	Meeting Elements
	What to Observe….

	Meeting


	· Pre-meeting preparation by various participants, including General Evaluator.  (See your Evaluation Handbook, sent to you when you became a member,  for more specifics on what to do prior to the meeting.)

· Meeting room properly set up.

· Opening of the meeting.

· Business meeting – time well spent.

· Officer reports – informative and meaningful.

· Each segment of the meeting began and ended on time.

· Smooth transitions between segments.

· Control given to the President or Toastmaster between segments.

· Unnecessary distractions that could have been avoided.



	Guests


	· Acknowledged & welcomed upon arrival

· Introduced.

· Asked for Comments.



	Toastmaster


	· Preparation, organization, delivery, enthusiasm.

· Well thought-out introductions of speakers and assistants.

· Imaginative transitions between speakers.

· Creation of an atmosphere of interest, expectation & receptivity.

· Theme.

· Tenor of Meeting.

· Time Management.

· Leadership.

· Flexibility.

· Handling of Substitutions/



	Word of the Day (Wordmaster)


	· Challenging.

· Definition given.

· Used in a sentence.

· Tied to the Theme.
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	Meeting Elements
	What to Observe….

	Inspiration

(Thought for the Day or Motivator)
	· Stimulated the intellect, moved the mind or emotions, or prompted action or feeling.

· Provided incentive, moved to action, or impelled.

· Agreeable to all in the audience.



	Court Jester 

(Jokemaster)
	· Set the mood appropriately.

· Effective use of humor.

· Audience response.



	Grammarian’s Report


	· Use of English during the course of the meeting.

· Any awkward use or misuse of the language:  incomplete sentences, sentences that change direction in midstream, & incorrect grammar.

· Offered the correct usage in every instance where there was misuse

· Creative language use noticed.

· Pause fillers noticed.



	Topicmaster


	· Table Topics—challenging, creative, imaginative, thought-provoking.

· Allowed members to think on their feet.

· Format varied and it’s impact on the audience.



	Evaluators


	· Sensitive to the needs of the speakers.

· Positive, upbeat, helpful.

· Matched to the speaker’s level.  

· Quality of the evaluations.

· Demonstrated how the speakers can improve their next speech.

· How the Evaluators, too, can improve.



	Timer’s Role


	· Communicate instructions clearly & precisely.

· Each segment of the meeting timed
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