PMI Vancouver Toastmasters
Guide to the Meeting Roles

THE MISSION OF TOASTMASTERS INTERNATIONAL

Toastmasters International is the leading movement devoted to making effective oral communication a worldwide reality.

Through its member Clubs, Toastmasters International helps men and women learn the arts of speaking, listening, and thinking- vital skills that promote self –actualization, enhance leadership potential, foster human understanding, and contribute to the betterment of mankind.

It is basic to this mission that Toastmasters International continually expand its worldwide network of Clubs, thereby offering ever-greater numbers of people the opportunity to benefit from its programs

THE MISSION OF THE TOASTMASTER CLUB

The mission of a Toastmasters Club is to provide a mutually supportive and positive learning environment in which every member has the opportunity to develop communication and leadership skills, which in turn foster self-confidence and personal growth.
1. CHAIRPERSON
Purpose of the role: The Chairperson has the opportunity to run a meeting from beginning to end. This is your chance to take control of a meeting and create it in whatever way you desire.

Responsibilities before the meeting:

1. Choose the theme for the meeting. It can be whatever you want.

2. Create the meeting agenda. Make sure everything is allocated to fit within the maximum meeting length of 1 hour, 30 minutes. The Vice-President of Education has sample agenda's on file, and is your resource if you have any questions about the chairperson role.

3. Several days before the meeting contact all members who are listed on the monthly role schedule and confirm that they are prepared to do their role for that week.

4. When talking to members, ask them for a short introduction that you can use as you are calling them up to do their role in the meeting. If they are doing a new role, suggest that they read the role descriptions.

Responsibilities during the meeting

1. The sergeant-at-arms introduces the chairperson. The chair then welcomes everyone to the meeting and introduces the theme.

2. During the introduction, the chairperson asks guests to introduce themselves to club members and say a few words about why they came. This helps guests to feel part of the meeting.

3. With the exception of the prepared speech section when it is handled by the toastmaster, the chairperson is responsible for all introductions: timer, humorist, grammarian, word master, table topics master, intermission, toastmaster (if present, and if not, speakers and evaluators), inspirator and general evaluator. You may want to do a 15 second introduction for each person.

4. Remember when introducing and thanking speakers to lead in the applause.

5. Always remember to give or take back the floor with a handshake.

6. The table topic master is responsible for getting a timers report, introducing table topic evaluators (if any) and vote for best table topic.

7. The toastmaster introduces speakers and speech evaluators.

8. The chairperson leads the business session.

Notes on leading the business session

1. As Chair, you call the Business Session to order by stating "I call to order the business session"

2. The first item of business is to ask the secretary to read the minutes. After the minutes are read, ask if there are any errors or omissions. If none, state that the minutes are approved as read.

3. Ask if there is any business arising from the minutes.

4. After the minutes are dealt with, call for officer's reports.

5. After the officer's reports, ask if there is any new business.

6. Once all the business is completed, end the business session by stating "I now close the business session."
2. TIMER

Purpose of the role: The purpose of the timer is to keep the meeting on time and within the allotted schedule.

Introduced by: The Chairperson

Allotted time: Usually 2 minutes, check the agenda.

Timer's duties:

1. Times all portions of the meeting with the club stopwatch, including the chair's intro and speech evaluations. The length of each role will be listed on the agenda.

2. Signals the speakers using the green, yellow, and red lights. Short roles such as the chair's intro, humorist, grammarian, word master, and inspirator need only to be given the red light at the end of their segment. With table topics, it may be necessary to signal the table topic master verbally, to let them know that their time is running out.

3. Table topic participants, manual speakers and the general evaluator are given green and yellow lights as warnings. The timing is as follows:

Table Topics (Time allotted: 1 min. 30 sec.)

Green light 1 min.

Yellow light 1 min. 15 sec.

Red light 1 min. 30 sec.

CC Ice Breaker Speech (Time allotted: 4 to 6 min.)

Green light 4 min.

Yellow light 5 min.

Red light 6 min.

CC Speeches 2 through 9 (Time allotted: 5 to 7 min.)

Green light 5 min.

Yellow light 6 min.

Red light 7 min.

CC Speech 10 (Time allotted: 8 to 10 min.)

Green light 8 min.

Yellow light 9 min.

Red light 10 min.

ATM Speeches (Time allotted: varies; check with the speaker)

General Evaluator (Time allotted: usually 8 min.; check the agenda)

Green light 6 min.

Yellow light 7 min.

Red light 8 min.

4. For other lengths of speeches and if the speaker is a guest, it is a good idea to discuss the timing with the speaker beforehand.

5. If a speaker is going significantly over their allotted time (30-sec. to 1 min. past the red light) it is the timer's duty to blink the red light for 1 min.

6. The timer gives two reports,

(1st) After table topics, gives the names of the table topic participants and the timing of their speeches.

(2nd) After the manual speeches, gives the names of the speakers and the timing of their speeches.

7. If you forget that you are timing, don't worry about it, just give the speaker some time to wrap up and keep going -- it isn't a big deal, it happens to all of us!

8. Put stop watch and light in club box when done.
3. HUMORIST

Purpose of the role: to entertain the audience, to put them in a good mood.

Introduced by: The Chairperson

Allotted time: Determined by the chairperson (normally a maximum 2 minutes)

Suggestions: - Possibilities: jokes and humorous stories, personal stories work well.

-Try to tell the story or joke, rather than reading it off a page.

-Avoid derogatory (sexist, racist, etc.) and foul language.

-If you’re unsure about your joke, check with a club officer.
4. GRAMMARIAN

Purpose of the role: To keep track of all the extraneous or “filler” words used or any other breaches of the rules of the English language that may occur during the meeting.

Introduced by: The Chairperson

Allotted time: Usually 2 minutes is given to introduce and explain role, check the agenda for exact amount of time allocated.

The following list of some typical “filler” words is by no means complete:

·  “and” *

·  “ah”

·  “um”

·  “and so”

* Note that some words which are used as “filler” words can also be legitimately used within a standard sentence structure.

The grammarian counts the number of times these “filler” words are used and any other language infractions that are made. The tally of language misuses, in association with each of the culprits, is announced near the end of the meeting.
5. WORDMASTER

Purpose of the role: To enhance the vocabulary of the group members.

Introduced by: Chairperson

Allotted time: Usually 2 minutes is given to introduce and explain role, check the agenda for exact amount of time allocated.

The word master’s duty is to find a “Word of the Day” that is:

·  preferably related to the theme of the meeting;

·  not common but is useful, and

·  not a slang.

Near the beginning of the meeting, the word master will be summoned to the podium to announce the word of the day, to provide a definition of the word and to give at least one sentence demonstrating a correct use of the word. Meeting attendees are to be encouraged to incorporate the word into their speeches during the evening.

The word master is expected to count the number of times the word of the day is used properly by each person during the meeting. Before the end of the meeting, the word master is again brought to the podium to cite the number of times the word was used correctly during the meeting.

NOTE: Because of their similarity, grammarian and word master roles are sometimes assigned to the same person.

ATTN: The word master should remove the word signs at end of meeting.
6. TABLE TOPICS MASTER

Purpose of role: Table topics has two purposes: 1) it gives members an opportunity to work on their spontaneous speaking skills and 2) it allows members without roles a chance to speak.

*Remember to ask guests if they want to give it a try, but only after a couple members have gone.

Introduced by: The Chairperson

Allotted time: Determined by the Chairperson – check the agenda.

Suggestions: - Prepare your questions in advance

- Feel free to ask questions on the theme, or not

- Begin by asking members who do not have speaking roles, to ensure that everyone gets a chance to speak at the meeting

- If there is lots of time, consider asking guests to respond--but don't pressure them if they hesitate!

- Check in with the timer as you go along to avoid running over your time.

Order of events:

1. Table topics

2. After the table topics are finished, remind the audience to vote for best table topics

3. Call for the timer's report

4. Call up the evaluators

5. While the evaluators are up, count the table topics ballots

6. Thank the evaluators and announce the winner of "best table topic"

7. Hand the meeting back to the Chairperson
7. TABLE TOPICS EVALUATOR (S)

Purpose of the role: The duty of the Table Topics evaluator is to provide feedback to the Table topics participants. Like all toastmasters’ evaluations, the object is to educate and inspire.

Introduced by: The Table Topics Master

Allotted time: Usually 3 min., check the agenda

Suggestions:

1. Sometimes there are two evaluators; in this case, the best way to divide the duty is to decide in advance which person will start and then alternate evaluations. When called up to present your evaluations, you should both go up together.

2. Use the sandwich technique for each speaker: give a positive observation, make a suggestion for improvement, and end with another positive observation. Because there is not a lot of time, a simple phrase such as "I liked Karen's vocal variety when she told her story: she really sounded excited" is sufficient.
8. TOASTMASTER

Purpose of the role: The toastmaster is responsible for the formal speech portion of the agenda.

The toastmaster has two main roles: (1) to give a toast and (2) to introduce the speakers. The toastmaster also calls for the timer's report and brings up the speech evaluators.

Introduced by: The Chairperson

Allotted time: Check the agenda

To prepare for the meeting:

- Find out the names of the speakers and evaluators (from the Chairperson)

- Ask the Chairperson for the theme of the meeting.

- Call the speakers. Ask for the topic of the speech, speech title, speech # and any relevant background information.

- Call the evaluators. Tell them who they are evaluating, and remind them that it is helpful to talk to the speaker in advance.

At the meeting:

- Check to make sure that all speakers and evaluators are in attendance!

Order of events:

1. Give the toast.

2. Introduce the speakers (give name, speech #, title, and objectives)

3. Call for the timer's report.

4. Introduce the speech evaluators

5. Hand the meeting back to the Chairperson.

About the toast:

- The toast should be fairly short, around five sentences works best.

- Ask the members to rise, raise their glasses, and join in a toast.

Introducing the speakers:

- The introduction must include title, brief description of topic, speech #, name of the speaker and speech objectives.

- The point of the introduction is to give the audience some idea what the speaker will be talking about, without giving the speech away. Whet their appetite!

General pointers

- Thank each speaker after his or her speech. If possible, offer a personal comment on why you liked the speech, or add some sort of joining phrase before calling the next speaker up.
9. SPEECH EVALUATOR

Purpose of role: To provide the speaker with feedback. To offer an opinion about what you liked in the speech and what you thought the speaker could do to improve.

Introduced by: Toastmaster

Time allotted: Usually three minutes

Suggestions: - Speak in the third person (for example, "what I liked about David's speech was that he….") rather than speaking to the person ("I liked it when you…")

- Use sandwich technique; positive, suggestion to improve, positive.

- Remember to end on a positive note!

- For more tips read the Toastmasters booklet about evaluating speeches.
10. INSPIRATOR

Purpose of role: To provide a message of inspiration to the audience.

Introduced by: Chairperson

Time allotted: 2 minutes

Suggestions: There is a lot of scope within the inspirator’s role. The general idea is to inspire the audience -- use your imagination!

Some possible ideas for the inspirator include:

·  Quoting a passage from a book that has inspired you.

·  Relating a story to the audience about a personal experience that inspired you.

·  Relating some type of information which is inspiring.

Note: When the Chairperson introduces you, he/she will ask the audience to refrain from clapping at the conclusion of the speech. This allows the inspirational message to sink in.
11. GENERAL EVALUATOR

Purpose of the role: In this group the general evaluator has two major functions:

1) To provide overall feedback on the meeting: What was the overall impression of the club atmosphere? Warm and friendly? Is there anything that would have enhanced the meeting?

2) To provide everyone who had a role in the meeting with an evaluation (with the exception of those who received table topic or speech evaluations).

Introduced by: Chairperson

Time allotted: Usually 8 minutes, check the agenda.

1. Begin by explaining the role of general evaluator.

2. The general evaluator should touch on the following roles:

Greeter Table Topics Master

Chair Table Topics Evaluator(s)

Humorist Toastmaster

Timer Speech Evaluator(s)

Grammarian Inspirator

Word Master

3. Usually there is only about 8 minutes to comment on up to 12 people so time is of the essence. Stick to major points using the sandwich technique (positive, suggestion for improvement, positive). Recognize that this

will be the first form of evaluation for new members who are trying out a role for the first time. They will be looking for feedback and should find encouragement in your remarks.
12. SERGEANT AT ARMS

Purpose of the role: The Sergeant has two major functions:

1) To set up the room so it’s ready for the meeting.

2) To give everyone a one minute warning for the meeting to start and

start the meeting by introducing the Chairperson.

Comments:

1. Getting the room ready. Things to set out:
Club Banner Club Box

Timer Supplies Welcome Sign on Door

Grammarian Piggy Guest Book

Tape for Word Master Name Tags and Marker

2. The Sergeant at Arms is usually the first on the scene, arriving 10 to15 minutes early to

prepare the room. They can encourage people arriving to help.

3. Talk to the Chairperson and have a prepared introduction.

4. Cleanup the room. (i.e. undue what was done in steps 1 and 2).
13. GREETER

1. Welcome guests.

2. Direct guests to name tags and guest book
