
	Role
	Name of Participant
	Time allotted
	Time used
	Timing lights at
	Clap down at

	Inspiration
	
	1 – 2 minutes
	
	1 / 1:30 & 2 mins
	2:15

	Jokemaster
	
	1 – 2 minutes
	
	1 / 1:30 & 2 mins
	2:15

	TT speaker (note 1)
	
	
	
	
	

	TT speaker
	
	
	
	
	

	TT speaker
	
	
	
	
	

	TT speaker
	
	
	
	
	

	TT speaker
	
	
	
	
	

	TT speaker
	
	
	
	
	

	TT speaker
	
	
	
	
	

	TT speaker
	
	
	
	
	

	Biz meeting (note 2)
	
	
	
	
	No clap down

	Toastmaster Toast
	
	2 – 5 minutes
	
	3 / 4 & 5 mins
	5:15

	TT Evaluator
	
	5 – 7 minutes
	
	5 / 6 & 7 mins
	7:15

	Speaker 1 (note 3)
	
	
	
	
	No clap down

	Speaker 2
	
	
	
	
	No clap down

	Speaker 3
	
	
	
	
	No clap down

	Evaluator 1 (note 4)
	
	
	
	
	

	Evaluator 2
	
	
	
	
	

	Evaluator 3
	
	
	
	
	

	Gruntmaster
	
	1 – 2 minutes
	
	1 / 1:30 & 2 mins
	2:15

	English Eval.
	
	1 – 2 minutes
	
	1 / 1:30 & 2 mins
	2:15

	General Eval
	Supply timing lights
	8 – 10 mins
	Not reported
	8 / 9 & 10 mins
	10:15


Note 1: 
Get timing from the Table Topics master. 1:30 min topics lights are 1, 1:15 & 1:30. Clap down 1:45







  2:00 min topics lights are 1:30, 1:45 & 2:00. Clap down 2:15

Note 2: Get timing from the Chair. Typical 10 minutes. Lights 8 / 9 and 10 mins. Note extensions (if any)

Note 3: 
Get timing from for each speaker from the Toastmaster.  Some timing suggestions:


 
4 – 6 min. speeches lights 4 / 5 and 6 minutes









5 – 7 min. speeches lights 5 / 6 and 7 minutes









8 – 10 min speeches lights 8 / 9 and 10 minutes

Note 4: For CTM speeches evaluations are 1 – 2 minutes lights are 1:30 / 1:45 and 2:00. Clap down at 2:15

            
For ATM speeches evaluations are 2 – 3 minutes lights are 2:00 / 2:30 and 3:00. Clap down at 3:15

Regarding Clap Down. Speaking to a time limit is a challenge often faced by a speaker. Friendship supports participants to learn the skill of staying within time by clapping down participants exceeding their allotted time. Also this aids in keeping the meeting running to schedule. The Timer is responsible to lead the clapping. Exceptions:  Prepared speeches and business meeting. 
Accurately record all required times. Report when called on. 


Support participants to stay on track by using timing lights. 


Clap down overtime participants as necessary. 
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Timer’s 


Worksheet





Example times only. The Speaker may request timing lights at their preferred intervals








