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Meeting Roles
Understanding club meeting roles.

The success of a Toastmasters meeting depends on the program
participants. There are many roles o fil, and each job is designed
to improve the members' public speaking and leadership skils
Program participants must know and understand their duties so
they can prepare for them. Some roles can be combined — for
example, the Ah-Counter might also be the grammarian or listen
for uses of the word of the day.

How do you prepare for your meeting roles?

» Ah-Counter » Pledge
» Evaluator » TABLE TOPICS™
er

» General Evaluator

o EETTD » Thought of the Day

» Invocation » Timer
» Meeting Speaker » Toastmaster
» Topicsmaster
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Ah-Counter
Helping members off their crutches

The purpose of the Ah-Counter is to note any word or sound used as a
crutch by anyone who speaks during the meeting. Words may be
inappropriate interjections, such as and, well, but, 50 and you know.

ah, um or er. You should also note when a speaker
repeats a word or phrase such as "I, I or “This means, this means.
These words and sounds can be annoying 1o isteners. The Ah-Counter
ole is an excellent opportunity to practice your listening skils.

Several days before the meting, use the information in A Toastmaster
Wears Many Hats or in the appendix of the Competent Communication
manual to prepare a brief explanation of the duties of the Ah-Counter
for the benefit o guests.

When you arrive at the meeing, bring a pen and blank piece of paper
for notes, or locate a blank copy of the Ah-Counter's log, ifyour club
has one, from the sergeant at arms.

“The president wil call the meeting o order and introduce the
Toastmaster who wil, in turn, introduce you and the other meeting

partcipans. When you'e introduced, explain the role of the Ah.

Counter. Some clubs levy small fines on members who do or do not do

certain things. (For example, members are fined who use filer words or are not wearing their Toastmasters pin o the meeting. A fine is
usually about five cents, acting more as a friendly reminder than a punishment) If your club levies fines, explain the fine schedule.

‘Throughout the meeting, lsten to everyone for sounds and long pauses used as fillers and not as a necessary part of sentence stucture.
‘Wiite down how many filler Sounds or words each person used during all portions of the meeting
When you'e called on by the general evaluator during the evaluation segment, stand by your chair and give your report,

After the meeting is adjoumned, give your completed report o the treasurer for collection of fines ifthis tradition applies to your club,

Related Resources
Member Experience
Mesting Roles

Evaluator

General Evaluator

Grammarian
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Evaluator
Evaluate to motivate!
People join Toastmasters 1o mprove their speaking and
leadership sk, and these skls are improved with the help of
evaluations. Members complete projects in the Competent
Communication and Competent Leadership manuals and you
may be asked to evaluate theirwork. At some poini, everyone
is asked to paricipate by providing an evaluaion. You wil
provide both verbal and writen evaluations for speakers using
the guide inthe manual. You'l aways give a writen evaluation
for leadership rles, though verbal evauations or eaders are
hancled difrenty from club to club. Sometimes verbal
evaluations are given during the meeting and sometimes they
vately, ate the meeting. Check with your vice
president education (VPE) or the Toasmaster fyou'e not sure
of your club's method.

Several days before the meeting, review the Effective
Evaluation manual you received in your New Member Kit. Talk
with the speaker or leader you've been assigned to evaluate

‘and find out which manual project they will present. Review the.
project goals and what the speaker or leader hopes to achieve.

Evaluation requires careful preparation fthe speaker o leader
is 10 benefit. Study the project objectives as well as t

evaluation guide in the manual. Remember, the purpose of

evaluation s to help people develop their speaking or

leadership skills in various situations. By actively listening,

providing reinforcement for their strengths and gently offering

useful advice, you molivate members to work hard and improve. When you show the way to improvement, you've opened the door to
strengthening their bty

When you arrive at the meeting, speak briefly with the general evaluator to confirm the evaluation session format. Then retieve the manual
from the speaker or leader and ask one last ime if he or she has any specific goals in mind.

Record your impressions in the manual, along with your answers to the evaluation questions. Be as objective as possible. Remember that
good evaluations may give new life to discouraged members and poor evaluations may dishearten members who tried their best. Always
provide specific methods for improving and present them in a positive manner.

If youre giving a verbal evaluation, stand and speak when introduced. Though you may have written lengthy responses to manual
. don' read the questions ponses. Your verbal evaluation time is limited. Don'ttry to cover too much in your
talk; two or three points is plenty.

Begin and end your evaluation with a note of encouragement or praise. Commend a successful speech or leadership assignment and
describe specifically how it was successful. Don't allow the speaker or leader to remain unaware of a valuable asset such as a smile.

sense of humor. Likewise, don't permit the speaker or leader to remain ignorant of a serious fault: i itis personal, wrie it but don't mention it
aloud. Give the speaker or leader deserved praise and tactful suggestions in the manner you would like to receive them.

After the meeting, returm the manual to the speaker or leader. Add another word of encouragement and answer any questions the member
may have,

By giving feedback, you are personally contributing o your fellow members'improvement. Preparing and presenting evaluations s also an
opportunity for you to practice your listening, criical thinking, feedback and motivation skils. And when the time comes to receive feedback,
you'l have a better understanding of the process.

Related Resources
Mermber Experience
Mesting Roles

An-Counter

General Evaluator

Grammarian
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General Evaluator
> Counter General Evaluator
» Evaluator

» General Evaluator
» Grammarian

Improving the process
while overseeing the execution.

» Invocation
Don't worry; there's no capital punishment during Toastmasters
ORI E meetings. Unless, of course, the grammarian is in a bad mood.
» Pledge
1fyou think of a club meeting as a project, then you can see the
» m .
TABLE TOPICS™ Spealer general evaluator as a kind of project manager. As GE, your
¥ Thought of the Day responsibilities include:
» Timer , Ensuring the speech and leadership project evaluators know
» Toastmaster their responsibiles
» Topicsmaster  Supenvising the timer, grammarian and Ah-Counter
+ Evalualing everything that takes place during the club
meeting
Meeling locations. + Making sure each activty is performed correctly
T - ocaion near you
Canttind 2 Start a lub! Severaldays before the meeting, contactthe person who vl be

Toastmaster of the meeting and confirm the meeting program. You should also develop a checkist to follow during the meeting so you don't
have to keep al the details in your head. Some clubs have a prepared checklist. If your club doesn't have one, ask the Toastmaster to help
you create your own checkl

Web site Upgrade Tutorials

When discussing the meeting program with the Toastmaster, ask what evaluation format to use. Typically, an evaluator is assigned to an
individual, but sometimes evaluations are done by panels. The general evaluator may set up any evaluation procedure he or she chooses,
but it should it into the meeting program. Remember, too, that every evaluation must be brief and complete. Review the Effective
Evaluation manual for diferent evaluation formats,

Club Officer Resources
Distinguished Club Program
Reports

You'lalso need to contact members serving as:
District Leader Resources
District Performance Reports. » Timer
+ Grammarian
+ Ah-Counter
+ Individual evaluators
Remind them of their assignments, and brief evaluators on their responsibiles, the members they will evaluate and the evaluation format to
use. Make sure the evaluators understand that evaluation is a posiiive, helping act that enables fellow Toastmasters to develop their skills
Point out that an evaluation should enhance the speaker's self-esteem and encourage evaluators to prepare thoroughly for their role.
Recommend that they call the member they ve been assigned 1o evaluate to discuss specific project objecives.

Your final task before the meeting is to prepare a brief verbal explanation detailing;
+ The purpose, techniques and benefits of evaluation o guests and new members wil better understand the function of evaluations.

+ How evaluation is a pe 0 help peop flaws and habits in their p

On meeting day:
» Arive eary
» Make sure all evaluators are present and that they have the appropriate speaker or leader's manual,
 Ifan evaluator is absent, consut with the vice president education and artange for a subsitut.
+ Ask each evaluator if he or she has any questions about the project objectives to be evaluated, verity each speaker's time and notify
the timer if there are any changes.
, ar the back of the room you have a good view of the meeting and all s participants.

e o A T T [ R e e e e Xy
have a different order for introductions, so check with the Toastmaster or VPE before the meefing if you're not sure when you'
introduced.

When you'e introduced:
+ Stand by your chair and deiiver the explanation you prepared.
+ Identy the grammarian, Ah-Counter and timer and have these members briefly state the purpose of their jobs.
+ Request the word of the day, if your club has one, from the grammarian and then be seated.

During the meeting, use your checkiist and take notes on everything that happens (or doesn', but should). For example: Is the club's
property (e.q. rophies, banner, educational material) properly displayed? Were there unnecessary distractions that could have been
avoided? Did the meeting, and each segment of it, begin and end on time?

Study each participant on the program, from the person giving the invocation or thought for the day to the last report by the timer. Look for
N e o T T e T A
When its time to begin the meeting, the Introduce you, again. This time, you'l go to the lectern
e o T L A G A e

Finall, give your general evaluation of the meeting:
+ Use your checkist and the notes you took during the meeting.
+ Phrase your evaluation sotis helpful, encouraging and motivates club members to implement the suggestions.
+ You may wish to comment on the qualty of evaluations. Were they positive, upbeat, helpful? Did they point the way o improvement?
+ When you've completed your evaluation, retur control of the meeting to the Toastmaster.
Being general evaluator s a big responsibility and itis integral to the success of every single club member. People join Toastmasters
because they have a goal — they want to lear something. The club is where they learn. If the leaming environment isn't focused and fun,
members won' leam what they joined to leam. Your observations and suggestions help ensure the club is meeting the goals and needs of
each member.
And what do you get out of the deal? You get the chance to practice and improve your skilsin critcal thinking, planning, preparation and
organization, time management, motivation and team buikding!

Related Resources
Member Experience
Meeting Roles

Ah-Counter
Evaluator
Grammarian
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Grammarian
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Grammarian

The syntax sentinel

Before the Meetin

One benefit of Toastmasters s that it helps people mprove their rammar and
word use. Being grammarian also provides an exercise n expanding listening
skills, You have several responsibiles: o introduce new words to members, 0
comment on language usage during the course of the meeting, and to provide
examples of eloquence

‘Several days before the meeting, select a word of the day (if this is done in your
club):

+ it should be one that willhelp members increase thir vocabulary — a word
that can be incorporaled easilyinto everyday conversation but s difierent
from the way people usuall express themselves,

+ Adjectves and adverbs are more adaptable than nouns or verbs, but feel
free o select your own special vr

, Printyour word, it partof speech (acjective, adverb, noun, verb) and a bref
definion in ltters arge enough to be seen from the back of the room,

, Prepare a sentence showing how the word is used

Aiso, prepare a brief explanation of the duties of the grammarian for the benefit
of the quests

At the Meeting
Before the meeting begins. place your visual aid at the front of the room where everyone can see it. Also get a blank piece of paper and pen
ready to make notes, or get a copy of the grammarian's log, if your club has one, from the sergeant at arms.
When introduced:

+ Announce the word of the day. state ts part of speech, define t, use itin a sentence and ask that anyone speaking during any part of

the meeting use it

+ Briefly explain the role of the grammarian
‘Throughout the meeting, isten to everyone's word usage. Wiite down any awkward use or misuse of the language (incomplete sentences,
sentences that change direction in midstream, incorrect grammar or malapropisms) with a note of who erred. For example, point out if
someane used a singular verb with a plural subject. “One in five children wear glasses” should be *one in five children wears glasses.” Note
when a pronoun is misused. “No one in the choir sings better than her” should be *No one in the choir sings better than she.
Wite down who used the word of the day (or a derivative of f) and note those who used it correctly or incorrectly.
When called on by the general evaluator during the evaluation segment

+ Stand by your chair and give your report

» Try to offer the correct usage in every instance of misuse (instead of merely announcing that something was wrong)

+ Report on creative language usage and announce who used the word of the day (or a derivative of ) correctly or incorrectl.

After the meeting, give your completed report o the treasurer for collection of fines, if your club does this.

Related Resources
Member Experience
Meeting Roles

An-Counter

Evaluator

General Evaluator
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Meeting locations
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Invocation
Delivering the invocation

“The invocation, usually a prayer or inspirational thought, is an optional part of club
meetings. Itis usually delivered by a designated club member at the beginning of the
meeting, and is sometimes combined with or replaced by the pledge andior the
thought of the day.

Because Toastmasters is a worldwide organization that includes people from many.
different religious groups, a non-sectarian approach is required, and the spe:
should be sensitive to the diversity of cultures and religions in the audience.

1f you are new 1o Toastmasters and you are nervous about the thought of speaking in
front of people, you can use this role to build confidence while serving a small but
important function for the club.

Before the Meeting
Prepare a brief invocation, no more than one minute in length. In your invocation, do
ot refer to a particular religious philosophy; make your reference universal. Treat it
s you would any other speech — craf t carefully, memorize it and praciice delivering
it before the meeting

During the Meeting

Arive a it early 1o let the presicing officer know that the role will be covered for the

eeting.

When called upon by the Toastmaster, stand up and deliver your invocation to the group. Depending o the customs of your club, you may

need to step to the front of the room.

Related Resources
Member Experience
Mesting Roles

An-Counter

Evaluator

General Evaluator
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Meeting Speaker
Show your vocal verve!
o dout youvogess o speaking proganis o cier f oo
alw the talking? But
T A T e T e T
‘Competent Communication (CC) manual and the Advanced Communication
‘Series (ACS) manuals to fully prepare their presentations.

‘The CC manual speeches usually last 5-7 minutes. ACS manual project
speeches are 57 minutes or longer depending upon the assignment.

Every speaker is a role model and club members lear from one another's
speeches. Prepare and rehearse 1o ensure you present the best speech
i Don'tinsult your fellow club members by delivering a poorly prepared

ech. However, i's also true tha no speech is perfect. So, get out there and
o erete what 1 o

+ Check your club's meeting schedule regularly to find out when you'e.
assigned to speak. Begin working on the speech at least a week in advance.
That way, you have enough time to devote to research, organization and
rehearsal

+ If you don't write your own speech introduction, make sure the
Toastmaster of the meeting prepares agood one for you.

+ Several days before the meeting, ask the general evaluator for your
evaluator's name. Talk with your evaluator about the speech you'l give.

Discuss your speech goals and personal concerns. Let your evaluator know
here you believe your speech ability needs strengthening, so he or she car
pay special attention o those aspects of your presentation. Remember to bring your manual to the meeting.

+ You should arrive at the meeting early to check the microphone, lighting and anything else that could malfunction and ruin your talk.
Give your manual to your evaluator before the meeting starts and discuss any last-minute issues with him or her. Sit near the front of
the room and carefull plan your approach to the lectern and your speech opening,

+ During the meeting, give your full attention to the speakers at the lectern. Don't study your speech notes while someone else is
talking. When you'e introduced, smoothly and confidentl leave your chair and walk to the lectern. After your speech, wait for the
Toastmaster to return to the lecten, then return to your seat, Listen intently during your evaluation for helpful hints that will assist in
building better future talks.

+ After the meeting, reclaim your manual from your evaluator. Discuss any questions you may have concerning your evaluation to
clarity and avoid any misinterpretations

+ Finally, have the vice president education (VPE) initial the Project Completion Record in the back of your manual

Youl enjoy a growing sense of confidence as you repeat these steps with new speech projects. Don't be afraid to do the work, enjoy the
applause and reap the educational benefits. Your courage willbe rewarded!

Related Resources
Unravel the Knots

The Art of Mingling and Netw

ring
Creating a Speech on Short Notice
Accepting an Award with Class

Becoming a Pro
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Pledge

Leading the pledge for your club

The pledge of llegiance, or other recogniion of the club's host county, s an
optional part of club mestings. I i usually delivered by a designated ciub member
at the beginning of the meeting, and is ometimes combined with te invocaion
andior the thoughtof the da.

1fyou are new to Toastmasters and you are nervous about the thought of speaking
in front of peopl, you can use tis ol to buid confidence whie serving a small
butimportant unction for the club

Before the Meeting

Treat the plecge as you would any other speech — memarize it f necessary and
pracice deluering it before the mesting

During the Mesting

Arive it arly 1o fet the presiding offcer know tha the funcion willbe covered
for the meeting

When called on by the Toasimaster,stand up, face the flag and invie the club to
joinyou i the pledge.

Related Resources
Unravel the Knots

‘The Art of Mingling and Networking
Creating a Speech on Short Notice:
Accepting an Award with Class

Becoming a Pro
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TABLE TOPICS™ Speaker

The articulate ad-libber

Most of the talking we do every day — simple conversaion  is impromptu
speaking. Yet for some members, TABLE TOPICS ™ s the most
challenging part of a Toastmasters meeting,

‘Table Topics continues a long-standing Toastmasters tradition — every
member speaks at a meeting. But it’s about more than just carrying on an
‘aniety-ridden tradition. Table Topics is about developing your ability to
organize your thoughts quickly and respond to an impromptu question or
topic.

‘Table Topics usually begins after the prepared speech presentations. The
Toastmaster of the meeting will introduce the Topicsmaster who will walk to
the lectern and assume control of the meeting. The Topicsmaster will give
abrief description of the purpose of Table Topics and mentionif the topics.
will carry a theme.

‘The Topicsmaster wilstate the question or topic briefly and then cal on a
respondent, Each speaker receives a different lopic or question and
partcipants are called on at random.

When you'e asked 10 respond to a topic, stand next to your chair and give
Your response. Your response should last one to two minutes.

Now, take a deep breath and get ready to be remarkable!

Related Resources
Member Experience
Mesting Roles

An-Counter

Evaluator

General Evaluator
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Thought of the Day

Inspire, challenge and motivate!

‘The thought, an inspiring quotation that sets the tone for
the day's meeting, is awelcome opton in many clubs. tis
usually delvered by a designated club member at the
beginning orthe end of the meeting, and is someimes
used as a replacement fo or in combination with an
invocaion or pledge of allegiance.

Ifyou are new 1o Toastmasters and are nervous about the
thought of speaking in front of people, you can use this
‘smal but valuable role to build your confidence.

Before the Meeting
Find a meaningful quotation, preferably one that relates to
the day's theme, and prepare a brief introduction (o the.
quote. Treat it s you would any other speech - craft it
carefully and practice delivering it before the meeting.

During the Meeting

2 print Page. 7 Emil Page

If you agree to deliver the thought for a club meeting, arrive a e bit early o let the presiding officer knaw that the role will be covered for

the meeting.

When called on by the Toastmaster, stand up and deliver your though of the day to the group.

Related Resources
Member Experience
Mesting Roles

An-Counter

Evaluator

General Evaluator
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Timer

Do you have the time?

One of the skills Toastmasters practice is expressing a thought within a specific
fime. AS timer you are responsibie for monioring time for each meeting segment
and each speaker. You'l also operate the iming signal, indicaiing o each
speaker how long he or she has been taling. Serving as timer is an excellent
opportunty to pracice giving insiructons and time management — something we
do every day.

Here's how to succeed as tmer:

+ Before the meeting, contact the Toastmaster and general evaluator to
confirm which members are scheduled program participants. Then contact
each speaker to confirm the time they'll need for their prepared speech.

+ You'l also need to write an explanation of your duties, emphasizing timing
fules and how timing signals will be given. For the beneft of guests and new.
members, be sure to use the clearest possible language and rehearse your
presentation.

+ On meeting day, retrieve the timing equipment from the sergeant at arms. Be
sure you understand how to operate the stopwaich and signal device, make
certain the timing equipment works and sit where the signal device can be
seen by all

+ The Toastmaster of the meeting wil usually call on you to explain the iming
fules and demonstate the signal device. Stand by your chair to do 5o and
then be seated.

+ Throughou the meeting, listen carefuly to each program participant and signal them. Generally Table Topics speakers should be +/-
15 seconds of allowed time; prepared speakers must be +/- 30 seconds. However, these times may vary from club to club. In adiion,
signal the chairman, Toastmaster and Topicsmaster with red when they have reached their alltted or agreed-upon time. Use the
timer's report or a blank piece of paper to record each participants name and time used.

+ When you're called to report by the Topicsmaster, Toastmaster or general evaluator, stand by your chair, announce the speaker's name
and the tme taken. Mention those members who are eligible for awards if your club issues awards.

+ After the meeting, retur the stopwatch and timing signal device o the sergeant at arms. Give the completed timer's report to the.
Secretary so he or she can record itin the minutes (ifthis s done in your club)

Take on this role and the new habits formed wil serve you wellin your private ife and your career. People appreciate a speaker, friend or
employee who is mindul of time frames and deadiines.

Related Resources
Member Experience
Meeting Roles

Ah-Gounter

Evaluator

General Evaluator
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Toastmaster

You are the emcee.

The Toastmaster s a meeting's diector and host. You

B e e e 7
the ciub and s procedures. I your club's cusioms vary fom
those described here, ask your memor or the club vie presicent
education (VPE) for pointers well before the meeting

Begin preparing fr your role several days in advance. You can
use the Toastmaster's Check List o help you prepare. You'l need
10 know who il fl the other meeting roles and if  theme is
planned fr the meeting. You'l also need an up-o-date meeting
agenda. Get tis information from your VPE.

Next contact the general evaluator and make sure you'e both
working fom the same agenda. Ask the general evaluator o call
other members o the evalation team — speech evalualors,
Topicsmaster, timer, grammarian, Ah-Counter ~and remind them
ofthel responsibies. Remember, s the direcor, you'e
tesponsible for ensuring all ofthe meetings players know thei
parts and hi ther marks.

To help the Topicsmaster,create a lst o program partcipans
already assigned  speaking fle 50 he o she can call on oters
frst.

As the Toastmaster, yourl infroduce each speaker. If a speaker will not wite his or her own introduction, you willwrte it Iiroductions must
be brief and carefully planned. Contact speakers several days before the meefing o ask abou:

+ Speech topic and title

» Manual and project ite

» Assignment objectives.

+ Speaker's personal objectives

» Delivery time
You need al o these elements to create your introductions. Remembe to keep the introductions betuween 30-60 seconds in length,

For more information about introductions see When You're the Introducer (tem 1167E), Introducing the Speaker (item 111) and The Better
Speaker Series module Creating an Introduction (item 277).

Of course, you want to avoid awkward interruptions or gaps in meeting flow so your last preparation step before the meeting is to plan
remarks you can use to make smoolh transitions from one portion of the program to another. You may not need them, but you should be
prepared for the possibilty of awkward periods of silence.

The Big Show
On meeting day, show up early. You'll need time to make sure the stage is set for a successful meeting. To start, check with each speaker
as they arrive to see ifthey have made any last-minute changes 1o their speeches — such as changing the tile.

You and the speakers will need quick and easy access to the lectern. Direct the speakers to sit near the front of the room and make sure
they leave a seat open for you near the front.

‘When i's time to start the program, the club president calls the meeting to order. Sometimes he or she will make announcements, introduce
guests or conduct other club business before introducing you.

When you'e introduced, the president will wait until you arrve at the lecten before being seated. (This is why you should sit a the front of
the room)

Pay attention to the time. You are responsible for beginning and ending the meeting on time. You may have to adjust the schedue during
the meeting to accomplish this. Make sure each meeting segment adheres to the schedule. Ifime allows, you can make some brief
remarks about Toastmasters' educational prograr for the benefit of guests and new members before you move forward with the
introductions:

+ Introduce the general evaluator as you would any speaker, Remain standing near the lectern after your introduction unti the speaker
has assumed control of the lectern, then be seated. The general evaluator will introduce the other members of the evaluation team,

+ Introduce the Topicsmaster as you would any speaker, Remain standing near the lectern after your introduction unti the speaker has
assumed control of the lecter, then be seated

In some clubs itis customary for the Toastmaster and the person assuming control of the lecter to exchange a handshake. This isn't
required, butits sometimes done to help new members recognize when control of the lectern passes from the Toastmaster (o the speaker
and vice versa,

After the Table Topics session has concluded, most clubs begin the speaking program. Introduce each speaker in tur.

You will lead the applause before and after the Table Topics session, each speaker and the general evaluator. When each presenter has
finished, you return to the lectern o the speaker can be seated and you can begin your next introduction.

At the conclusion of the spealing program, request the timer' feport and vote for the best speaker,if your club offers this award.
Briefy reinradce the general evaluator

‘While votes are being talied, invite commens rom guests and announcements (such as verificaion of next week's program).
Present trophies or ibbons s practiced by your club,

Request the thought for the day if your club provides for this. Be sure to find out when your club does this during a meeting. Many clubs end
on this note whie others prefer to begin a meeting with this thought in mind.

Adjourn the meeting. or if appropriate, return control o the club president

Serving as Toastmaster is an excellent way o practice many valuable skils as you strive to make the meeting one of the club’s best
Preparation s key to your success.

Related Resources
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Topicsmaster

The extemporaneous educator

With TABLE TOPICS ™ the Topicsmaster gives members who aremt
aasianed  speslig ok the gppertindy 1o pesk tirkg The mesting. Tha
Topcemasie challenges sach member il a suvct and e spoaker
responds wih  one- 1o two-minute mprompHy alk.

Some people underestmat the Topicsmaster rol’s mportance. Not anly
does it provide you withan opportunty t practice planning, preparaton.
organization, time management and faciiation sif; you preparaton and
{opic seection help rain members to quickly organize and express their
thougtts n an mpromptu sefing

Preparationis the key toleading a successful Table Topics session

. Severaldays before the meetig, check with the Toasmaster 0 find outf
2 theme mecting s schecuied. s, prepar topics reflectng tht there.

+ Confim who the prepared speakers, evaluators and general evaluator
Wil b 50 y0u can call on e members t the meefing o respond st
You can call on program participants (speakers last) at the end of the
{opics sesson f tme allows,

. Selectsubjects and quesions that alow speakers o oferopinions, Dot
ke the quesions 0o ong or compicated and make sure they don't
require specialzed knowledge

, Phrase questins 5o the speakers ceary understand what you want them
1o talk about

Remember, too, that your job is to give others a chance to speak, so keep
your own comments short.
Table Topics usually begins after the prepared speech presentations, but there are variations from club to club. Ask the Toastmaster or vice
president education if you're unsure of when your portion of the meeting begins.
When the Toastmaster introduces you, walk to the lectern and assume conirol of the meting:

+ Briefly state the purpose of Table Topics and mention any theme.

+ If your club has aword of the day, encourage speakers to use that word in their response.

+ Be certain everyone understands the maximum time they have for their response and how the timing device works (ifthe timer hasn't
already done so).

“Then begin the program:
+ Give each speaker a different topic or question and call on speakers at random.
+ Avoid going around the room in the order in which people are siting.
+ Don't ask two people the same thing unless you specify that each must give oppoSing Viewpoints.
+ State the question briefly — then call on a respondent
+ You may wish to invite visitors and guests to partcipate after they have seen one or two members' responses. But let visitrs know
they are free to decline if they feel uncomfortable.
Watch your total time. You may need to adjust the number of questions so your segment ends on time. Even if your portion started late, try
1o end on time to avoid the total meeting running overtime.
If your club presents a best Table Topics speaker award

+ Ask the timer at the end of the Table Topics session to report those eligible for the award. Though the times vary among c
generally a participant is disqualified for stopping 15 seconds prir to the allowed time o speaking 15 seconds beyond A

+ Ask members 1o vote for best Table Topics speaker and pass their votes (0 the sergeant at arms o vote couner.

If your club has a Table Topics evaluator, ask for his or her report and then refur control of the meeting to the Toastmaster.

Related Resources
Member Experience
Mesting Roles

An-Counter

Evaluator

General Evaluator
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