Toastmasters
New Member Orientation

Welcome To Toastmasters!
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With over 10,000 Toastmasters clubs in the world today, we’re both glad and lucky you’ve decided to join our club! For over eighty years, Toastmasters has been helping people develop much needed communication and leadership skills by providing a safe and supportive environment. These skills can help you in almost every aspect of life, both professional and personal. With practice and dedication, you’ll not only gain mastery of presentation skills, but also supreme self-confidence in knowing you can effectively communicate your ideas to others. 

Toastmasters started in October 1924 by Dr. Ralph C. Smedley, who met with others in the basement of a YMCA in Santa Ana, California. The original mission of the group was “to afford practice and training in the art of public speaking and in presiding over meetings, and to promote sociability and good fellowship among its members.” It grew and developed from there into what is likely the world’s best communication training group, and still remains not for profit. 
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The purpose of this document is to familiarize you with our club’s mechanics and with the Toastmasters program in general. Also contained within are some tips and resources you can go to for more information. Much of this is also present in the first set of manuals you will receive, though some specifics to this club are present as well. You’ll also learn about the Toastmasters educational programs and awards.

As you’ve seen, a standard Toastmasters meeting has several roles that need to be filled. This guide also contains descriptions of these roles and pointers on how to perform these roles well. This guide will also tell you all about the resources you have available to you as a member, including mentoring services. 

There is a lot of material here; please keep a copy as reference as you learn the roles and customs of our club. It’s our hope you find this guide helpful in your understanding of our meetings. Please let us know if it can be improved in any way.

A Toastmaster’s Promise
As a member of Toastmasters International and my club, I promise...

· To attend club meetings regularly;

· To prepare all of my speeches to the best of my ability, basing them on projects in the Communication and Leadership Program manual or the Advanced Communication and Leadership Program manuals;

· To prepare for and fulfill meeting assignments;

· To provide fellow members with helpful, constructive evaluations;

· To help the club maintain the positive, friendly environment necessary for all members to learn and grow;

· To serve my club as an officer when called upon to do so;

· To treat my fellow club members and our guests with respect and courtesy;

· To bring guests to club meetings so they can see the benefits Toastmasters membership offers;

· To adhere to the guidelines and rules for all Toastmasters educational and recognition programs;

· To maintain honest and highly ethical standards during the conduct of all Toastmasters activities.
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Overview of a Toastmasters Meeting
This section is intended to provide you with a basic overview of the club, its purpose, and the structure of the meeting itself. 

The Purpose of the Club


Toastmasters members are interested in honing their communications and leadership skills. Everything that occurs during the course of our meetings is targeted at those goals. We are also a social club, and as such form bonds of friendship with our members and guests. 

The Structure of Cy-Fair SuperSpeakers Meetings

Each Toastmasters meeting, excluding special purpose meetings such as contests and banquets, can be divided into five primary parts that follow a specific order.

1. Opening and Introductions. In this section the President (or the highest ranking officer) calls the meeting to order, calls on the invocator and greeter to perform their duties, makes any timely announcements pertaining to old and new club business, and introduces the Toastmaster (or master of ceremonies) for the meeting. The Toastmaster for the meeting then introduces the other meeting assistants in order to ensure that everyone knows their duties of those they will rely upon during the meeting.

2. Prepared Speeches. Most meetings have two prepared speeches that are delivered by Toastmasters working toward a particular achievement level. Each speech is intended to accomplish objectives outlined in a project that is part of a Toastmasters manual. These objectives can include using gestures and body language effectively, speaking on television, using vocal variety, and more. 
3. Table Topics. One of the skills most valued by our members is the ability to think on their feet and speak to an audience with little or no preparation. This skill is developed during the Table Topics section, in which two or three club members are called to do a short (1-2 minute) speech in response to a question posed by the Table Topics Master.
4. Evaluations. Practice is certainly one way to improve your skills, but improvement comes much more quickly when you get feedback from others. In the evaluations section of the meeting, our members get the opinions and suggestions of others members that allow them to improve their style and technique.

5. Meeting Close. All functionaries are called to deliver their final reports, and the Toastmaster returns control of the meeting to the Presiding Officer. If there are no other announcements, the Presiding Officer closes the meeting. 

The Toastmasters Educational Program

In order to build communication and leadership skills, the Toastmasters program features set levels of achievement that are accomplished by completing objectives various manuals. As of 2007, Toastmasters has two main “tracks” that you can follow. These tracks lead to developing communication and leadership skills, and can be pursued separately or simultaneously. An illustration of the tracks and levels of achievement appear below.
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The first and most popular track is the Communication Track. On this track, you start with the Communication and Leadership Manual (also known as the Competent Communicator Manual). Completing the first ten projects within will award you with the Competent Communicator (CC) award (note: an older variant of this award is called Competent Toastmaster, or CTM). These first ten projects will take you through the basics of developing and making speeches, including how to use vocal variety, visual aids and props, gesturing, and more. The very first project is a simple speech called the Icebreaker, where you tell the club a little bit about yourself. Each project in the manual builds on the last, incorporating more and more basic skills such as vocal variety, gesturing, and more.
If you achieve Competent Communicator status, you can continue along the Communication Track to earn your Advanced Communicator Bronze, then Silver, then Gold. Each of these accomplishments requires that you complete ten more speeches, and fulfill other conditions. Your Communication and Leadership manual has more about these.
The Leadership Track begins with the Competent Leader (or CL) Manual. Like the Competent Communicator manual, it entails finishing ten projects. These projects are completed by serving in the various roles of the club, which are described later in this document. By serving in these roles and following the CL manual, you’ll learn and develop key leadership and people skills such as critical listening, time management, and more. Completing this manual wins you the Competent Leader award.
After earning your CL, you can progress on the Leadership Track by serving as a Club Officer for at least six months. This is the major component of the Advanced Leader Bronze award. Afterwards, you can earn your Advanced Leader Silver by serving as an area governor or higher officer. Complete details on the Leadership Track can be found in the Competent Leader manual, or on the Toastmasters International website.

Achieving both AC-Gold and AL-Silver makes a Toastmaster eligible for the highest honor that Toastmasters offers, the Distinguished Toastmaster, or DTM. You can then start all over and earn the awards all over again (though you will keep your DTM rank), or simply awards of your preference.
Meeting Roles

The structure of a Toastmasters meeting demands that several roles need to be filled. These roles include timing speeches, collecting and tallying votes, evaluating speeches, running the meeting, and many more. This section will explain the purpose of the roles, how they’re performed, and any suggestions for them. Every role offers something to learn, so don’t hesitate to take advantage of serving in them!

Participation Guidelines

The following section will describe the duties you will be called upon to perform during a normal meeting. Newer members will be assigned easier roles such as timer, vote counter, and ah um counter. As you gain experience, you will be eligible for more advanced roles.

The duties are listed in the preferred order of assignment for new members. If you have any questions, contact the VP of Education.

Meeting Control

During the meeting, the person at the lectern is in control of who may speak. This ensures an orderly flow of events. Impolite or whispered comments are usually not appropriate. If you need to communicate with a meeting participant, consider passing a note.

Transferring Control

When you are recognized by the person in control, you should stand at your place and receive control by saying: 

“Thank you Mr./Madam Toastmaster, fellow Toastmasters, and guests…”

When you have finished speaking, return control by simply saying: 

“Mr./Madam Toastmaster.”

Avoid saying “Thank You” because the audience should be thanking YOU for speaking to them or performing your role.

Approaching the Lectern

When you are Toastmaster, Joke Master, Table Topics Master, General Evaluator, or Speech Evaluator, you will assume control by moving to the lectern. As you reach the lectern you should receive control by shaking hands with the person in control and saying “Thank you Mr./Madam Toastmaster, fellow Toastmasters, and guests.” If all else fails, remember: Stay and Shake.
Leaving the Lectern

As Toastmasters, one cardinal rule we follow is to never leave the lectern unattended (this doesn’t mean as a speaker that you can’t move around, of course). Someone must always be in control of the meeting. Never simply walk off and sit down without someone else taking control! If you are finished and the next scheduled member doesn’t realize it, simply summon them again.
Invocator
Purpose


Whether we recognize it or not, as Toastmasters we are looked upon as role models, both by our communities and by other members of the club. The invocation serves to remind us of our mission, and allow us to have a moment to center ourselves for the meeting. This can be done with a prayer, a moment of silence, short motivational or inspirational story (true or not), or other expression of intent.
Delivery


If delivering a prayer, the invocation should be non-denominational as much as possible. Starting with “Dear Lord…” or “Dear Heavenly Father…” is not likely to offend our members or guests. The body of the invocation might include invoking for wisdom, guidance, attendance to the intent of the meeting’s speeches and messages, strength of character, endurance, opportunity to make our world a better place to live, and so forth. When possible and appropriate, invocations should involve the theme of the meeting.

Suggestions

· Be original! Creation and delivery of an invocation ought to be from the heart; say it the way you mean it, and no one will fault you.
· If you have a problem delivering an invocation of a religious nature, you may articulate to a thought-for-the-day as long as the purpose of the invocation is satisfied.
· Remember, doing the invocation is much the same exercise as doing a Table Topics subject. You never know when someone might ask you to say “grace” before a family meal, to say an invocation when gathering with some of your more religious friends, to say “something” at a wedding, funeral, etc.
Notes

· This role is currently handled by the Presiding Officer.
Timer

Purpose


To help us organize our thoughts quickly and speak concisely, Table Topics, Prepared Speeches, and Evaluations are timed.

Preparation


Confirm with the Toastmaster what the allotted time for each of the members giving speeches will be. Standard speech length is five to seven minutes for several Communication and Leadership manual speeches (except for the Icebreaker and speech 10). Be sure you have the stopwatch and signal flags before the meeting starts (these are found in the supply case). 


The timer is usually seated towards the rear of the room so that the speaker can easily see the time signals.

During the Meeting


You will be called upon by the Toastmaster to explain your duties. You should stand, acknowledge the Toastmaster, and say something like:


“To help condition ourselves not to be long-winded, I will be timing all of our speakers today in Table Topics, prepared speeches, and evaluations. The green flag means that you have spoken for the minimum amount of time. The yellow flag is the midpoint. Finally, the red flag shows the maximum amount of time. Speakers will be disqualified if they speak more than 30 seconds under or over time, with the exception of Table Topics, where participants must speak for one minute minimum. Speakers exceeding the maximum time limit may be cut off due to meeting time limits.”

Afterwards, return control with “Mr./Madam Toastmaster” and sit down.

Suggestions
· Timing officially begins with the first word or action intended to gain the audience’s attention. Timing stops when the speaker surrenders control (usually by saying “Mr./Madame Toastmaster” or similar).
· At the end of each section, ensure that the member in control (Toastmaster, Table Topics Master, or General Evaluator) calls upon you to give a Timer’s report. Your summary can be something like this:

“Mr./Madam (Role), all speakers qualified. (Speaker #1 name) came in at (time #2), and (speaker #2 name) came in at (time #2).” (if all speakers met the time requirements)

“Mr./Madam (Role), (speaker #1 name) did not qualify. (Speaker #2 name) did qualify. (Speaker #1 name) came in at (time #2), and (speaker #2 name) came in at (time #2).” (if one speaker didn’t qualify)
· If you are skipped or forgotten, raise your hand and use something like the following:

“Mr./Madam (Role), point of order: We need to have a timer’s report.”
· If you are using lights, avoid confusing the speaker. Turn off the previous light prior to turning on the next light. When using cards or flags, make sure the speaker has made eye contact with you twice before lowering the card or flag, or nods to you. Try not to disturb the audience with the flags.
	Time Limits
	Green
	Yellow
	Red

	Icebreaker
	4:00
	5:00
	6:00

	Basic Manual Speech
	5:00
	6:00
	7:00

	Adv. Manual Speech
	(Varies, consult with Toastmaster)

	Table Topic
	1:00
	1:30
	2:00

	Evaluation
	2:00
	2:30
	3:00


NB: Icebreaker speeches in this club are not disqualified from a vote due to time, though 15 minutes is suggested as a hard limit. The basic manual speech number ten has an 8-10 minute time limit. A grace period of 30 seconds either over or under applies only to prepared speeches and evaluations; a table topic only has a thirty second over time grace period.

Joke Master

Purpose


The purpose of the Joke Master is to get the meeting started on a light note, and break some of the tension that some of the meeting participants may have. Serving as a Joke Master will sharpen your skills for those times when called upon to say something funny.

Preparation


Check with the Toastmaster or VPE for a meeting theme and if one has been established, try to coordinate it with your joke. You may want to practice or test the joke prior to the meeting.

Suggestions

· Jokes should be short (1-2 minutes) and “clean”. Off-color humor is never appropriate.
· Be creative and use your imagination. If you are totally at a loss for an appropriate joke, try presenting a pleasant or funny thought for the day. The main idea is to get everyone at ease with the meeting. This should not be a somber moment. 
· Try localizing or customizing the joke to the audience. This will tend to be more personal, timely, and will increase the effectiveness of the humor.
· The Internet has made searching for jokes fairly painless. Try the following sites if you are stuck:

http://www.ahajokes.com/
http://www.cleanjoke.com/ 

http://www.cleanjokes4u.com/
http://www.cleanfunnyjoke.com/index.php
And if all else fails: http://www.google.com/ 

”Ah Um” Counter

Purpose


The purpose of the “ah” counter is to break us of the terrible habit of saying “ah”, “um”, “you know”, and may other verbal pauses. This helps members build smoother speaking habits.

During the Meeting


When called upon by the Toastmaster at the beginning of the meeting, stand and give a brief explanation of your duties. Describe the types of verbal blunders you are monitoring. Let everyone know how important this position is in improving their speaking skills.


Make a list of the names of all that speak. Record all of the verbal pauses that they utter. Listen carefully as these pauses may be spoken in many ways. Even those experienced speakers that may have eliminated “ah” and “um” may have replaced them with “and” or “so”.


Toward the end of the evaluation session you will be called upon to give your report. Receive control and recite your list of “offenders” and the types of pauses that they used. If a member used five or more of a certain type of pause, simply state that they “maxed out”. 

Suggestions

· The Ah Um Counter can either list out the individual types of offenses or simply give a summary count (that is, say the member name, list X many ahs, Y many ‘you knows’, Z many ‘buts’, or simply a sum total of them).

· Ah Um Counter worksheets should be available in the supplies cabinet if you wish to use one. Please make a copy.
· Some verbal pauses are very tricky to notice, like “so” and “but”, because they can be used as part of a sentence ‘cleanly’. If unsure, mark it down. Also be on the lookout for run-on sentences, incomplete sentences, and sentence changes.
Notes
· This role is currently handled by the Grammarian.
Vote Counter
Purpose


Since awards are given out for the best prepared speech, Table Topics response, best evaluation, and best introduction based on the consensus of the present members and guests, the vote counter has the responsibility of counting and reporting the results of the voting process.
During the Meeting


When called upon by the Toastmaster at the beginning of the meeting, stand and give a brief description of your duties. Ensure that guests know they may vote. 


At the end of each section, the member in control (Toastmaster, Table Topics Master, or General Evaluator) will call for a vote (provided more than one contestant qualified). You will need to collect all ballots and tabulate them. As vote counter you not vote for any category unless there is a tie. If there is a tie, you cast the deciding vote.


At the close of the meeting you will be called upon by the Toastmaster to present awards. Don’t reveal how many votes each person received.


Remind everyone that anyone who summons the courage to speak at the lectern is a winner. Afterwards, announce the “best of” awards. 

Suggestions

· Offer your right hand first. Offer the award with the left hand as the recipient starts to shake your hand, transferring the award above the clasped right hands.
Notes
· This role is currently not used. The Toastmaster will collect votes for best speech and best evaluation, the Table Topics Master will collect votes for best table topic. The Toastmaster will present awards near the end of the evening.
Grammarian
Purpose


One of the objectives of Toastmasters training is to help us to improve all of our language skills. The Grammarian helps us accomplish that in our meetings by performing two functions. The first duty is to prepare a “Word of the Day” that will help us expand our vocabulary. The second duty is to record and report any errors members make in grammar, pronunciation, word usage, and sentence construction. 
During the Meeting


When called upon by the Toastmaster at the start of the meeting, you should move to the lectern, shake hands with the Toastmaster, acknowledge the Toastmaster and say something like:

“The purpose of the Grammarian is to help us improve our language skills. The “Word of the Day” is…” 

 Present your word, the definition(s), and use the word in a sentence. Give a brief explanation of the grammatical errors you will be monitoring.


Near the end of the evaluation session you will be called upon by the General Evaluator to give you report. Your report should include any grammatical errors you heard as well as a report on who used the word of the day. Your report should be given in a light manner without embarrassing the speaker.

Suggestions

· Select a challenging word not normally used in your day-to-day conversation that also ties into the theme selected by the Toastmaster. This word should generally have a positive connotation. For example, “articulate” is easy because it can be used in a positive manner. A word that has a negative context will not likely be one that people will apply during evaluations.
· There is nothing wrong with using a very simple word occasionally; we just need practice being spontaneous and using the word!
· Make an easy to read sign with the word’s correct spelling, its meaning, pronunciation, part of speech (noun, verb, etc.), and sample. Make two copies and tape them so one drapes off the front of the lectern to let everyone see it, and the other copy should be easily readable by the speaker. If you forget to bring the word, feel free to use a whiteboard if present.
Notes
· The role of Ah Um Counter is currently performed by the Grammarian.

· Make sure to let everyone know that the word of the day must be used in table topics responses to qualify for voting.
Speaker
Purpose


Probably the primary purpose for many in coming to Toastmasters is learning how to present in front of an audience. All speeches at the club are expected to be manual-based speeches, which helps both the speaker and the club progress toward their goals.
Preparation


A large part of giving an effective speech is in the preparation. Practice, practice, and more practice will go a long way to calming your nerves. 

Review the manual description of the project at least twice to get an understanding of the objectives before putting together a speech. 


Your mentor can help you generate ideas as well as refine them into speeches. They can also be helpful in being someone to give you a dry run on your speech before you give it. If you do not have a mentor, contact the 2nd VP of Education.


Make sure the Toastmaster has your name (with correct pronunciation if in doubt), speech title, manual, speech number, objectives, and introductory remarks. If possible, send this to them at least three days in advance, but bring a printed copy in case they forget.

Communicate with your evaluator about what you’d like them to look for. This can include effective use of your strengths as well as your weaknesses. These points do not have to be manual objectives; for example, if you have trouble with transitions, you can have your evaluator monitor for that.

If you are using props or visual aids, place them under the lectern or close by so that you do not have to fumble with them or spend time setting your speech up, or otherwise have them ready to go before the meeting starts. Assign a lighting control person if need be before the meeting. Likewise, if you are using notes, have them placed either under or on top of the lectern before the meeting starts so that you will not need to spend time setting them up.
During the Meeting


After the roles have been introduced, the Toastmaster will call the first speaker after reading their introduction. Approach the lectern and assume control by shaking the Toastmaster’s hand. Begin your speech. It is not necessary to begin with “Fellow Toastmasters and guests”, but it is a common practice (you can work the phrase in later if you wish).

As mentioned in participation guidelines, don’t end your speech with “Thank You”. We should be thanking you for taking the time and making the effort to make your speech. Usually, you will indicate you are finished by turning toward the Toastmaster and saying “Mr./Madame Toastmaster”. 


If desired, you can have your speech videotaped. Communicate this desire to the Toastmaster so that a Video Master can be assigned.

Suggestions

· The lectern is mobile. If you want to encourage a more open atmosphere to your speech, you are free to move or collapse it. You may want to have “stage instructions” for the Toastmaster to move it for you as well (place these in your written introduction). Remember to help replace it after your speech as well.
· Come to the meeting early so that you can help arrange the room to your liking, as well as spend a few minutes in front of the lectern. Doing this will make being in front of the live audience not so much of a shock, allowing you to open with more power and poise.
· Remember that evaluators are not perfect, and that they are giving their opinion of what you can work on to improve. Learn to take their criticism gracefully.
· If you are using notes, make them large and readable from far distances and keep them to two pages if possible. Use different typefaces, bold, underline, highlighting, and whatever other accents you wish to make key points stick out. This way, you may not need to even read the content of the note because the accents will trigger your memory.

· Remember that 700 words in a document translates into a 7 minute speech, though your cadence may vary. Practice timing your speeches to be sure.
Table Topics Master
Purpose


By the time you are scheduled to be Table Topics Master, you will have been “victimized” at least half a dozen times during this impromptu speaking section. You will certainly be ready for “revenge”, so keep that in mind as you prepare for this important function.


Table topics is an educational and fun portion of the meeting – if it is well planned.

Preparation


Read the “How to Lead as Topic Master” in your Communication and Leadership manual.

Prepare a series of three to four questions related to the theme of the day before the meeting. Optimally, prepare questions of varying difficulty so that you can easily adapt to the skill and experience levels of the participants – two easy questions, two medium, and two hard questions should be sufficient.
During the Meeting


When called upon by the Toastmaster, move to the lectern and give a brief explanation of how the Table Topics segment works. You will need to keep this part of the meeting under control so things don’t get out of hand. 


Keep topic assignments short and to the point. Close with a short summary of the speakers’ names and what question they answered. Keep track of time; usually three questions will be the maximum, though sometimes only two will fit in the allotted time.
Suggestions

· Show up early to get an agenda so you will know who is doing what that day. Give priority to non-participating Toastmasters; the ones without jobs that day. If there are not enough non-participants, then the Invocator, Greeter, and Joke Master should be your next “targets” as they’ve performed their roles for the day.
· Select topics that anyone can speak to and work with the theme. If you can’t think of questions, the Toastmaster may be able to help.
· Ask guests if they would like to participate after having a few more experienced members answer a few questions. Make it safe for them to decline. Don’t put them on the spot by calling upon them otherwise. You should instruct guests that if they really want to answer a particular question, they should raise their hand. Otherwise, choose members.
· You can vary this by drawing names from a hat, or having each speaker present their own question for the next speaker, or have people write in questions before the meeting starts. This can be a very creative and fun part of the meeting, so use your imagination!

Toastmaster
Purpose

As Toastmaster for the day, you are responsible for the efficient planning and smooth execution of the entire meeting. Remember, planning is the key to success as Toastmaster. If you have planned well, your task will be fun. If you have planned poorly, your task will be an ordeal. Be sure to also look at your Communication and Leadership manual’s description of the Toastmaster role to prepare you to serve as Toastmaster.

Preparation


Contact speakers and key personnel prior to the meeting so you can obtain information needed such as speech titles, manual project numbers and names, objectives, time limits, and introductions. Collect introductions from your speakers, Table Topics Master, and General Evaluator. Verify the availability of all meeting participants. Select a theme for the meeting. Provide the presiding officer with an introduction. Fill out and print copies of the agenda to bring to the meeting.

During the Meeting


Focus on your transitory comments, watch the time, and keep the meeting flow going. 


Briefly explain the program to warm up the audience and discuss the theme of the meeting if there is one.


Lead the applause at the end of each presentation and offer a brief word of appreciation. Briefly thank all speakers at the end of the program and return control of the meeting to the presiding officer.

Suggestions

· Arrive early! This will let you make last minute substitutions and arrange the room to your liking.

· Make sure you know how to pronounce all of your speakers’ names. Verify them before the meeting if you’re not sure how to say them correctly.
· Work with the VPE on any special situations or requirements (Advanced level speakers will most be in need of this).
General Evaluator
Purpose


Once you have performed all of the other duties involved in a club meeting and presented at least three speeches, you will be ready to serve as General Evaluator. The General Evaluator is responsible for evaluating all aspects of the meeting, but especially commenting on the performance of the evaluators. This is a very important role and helps keep the club healthy and strong.

Preparation


Read this manual to ensure you thoroughly understand each of the meeting duties.


Ensure that you understand the requirements for each speech to be given.


Discuss any special considerations with the Toastmaster prior to the meeting.

During the Meeting


Sit near the back so you can observe the entire meeting.


Monitor the speakers’ vocal projection.


Consider each of these and any pertinent areas in your evaluation:

· Timeliness of Meeting

· Recognition of Guests

· Introductions/Transfer of Meeting Control

· Speech Evaluations

· Table Topics

· How well the various meeting roles were performed

After you complete your evaluation, call for the grammarian and ah um count reports.

Suggestions

· Keep to a 2 to 3 minute time limit.

· Use a checklist or make notes of the different areas you will be discussing during the evaluation.
· Try to evaluate the meeting in order of the agenda instead of jumping around.
· Don’t spend too much time evaluating the speakers; that’s what your evaluators are for. Focus on evaluating your evaluators. If there was something vitally important they missed in their evaluations, then you may comment on the speakers.
· Don’t be too easy in the evaluation. The club’s health depends on you!

Speech Evaluator
Purpose


Once you have given two or three speeches of your own, you will be scheduled to evaluate the performance of a fellow Toastmaster. Consult the “Giving Effective Evaluations” manual. To give an effective evaluation you will need to prepare diligently, listen carefully, analyze quickly, and evaluate constructively.

Preparation


Contact the speaker you are scheduled to evaluate. You will want to discuss speech objectives and any special point the speaker may want you to watch for. Remind the speaker to bring their manual so that you may write your comments in the evaluation section. If the speaker forgets regardless, you may be able to copy the relevant evaluation worksheet from the club’s loaner manual if it’s a Communication and Leadership manual speech.

During the Meeting


Pay close attention to your speaker; a careless evaluation is of little help. Briefly review the speech objectives before giving your evaluation. Evaluate the speaker in areas such as appearance, content, delivery, volume and modulation, and effectiveness. Point out the speaker’s strengths, areas that need improvement, and how well you felt the speech objectives were met.

Suggestions

· Be supportive! Phrase your statements as opinions instead of judgments. This can be done by personalizing your suggestions (“I thought” or “I felt”). Try to alternate between the areas of strengths and weaknesses (the sandwich method). When you cover the speaker’s weaknesses, try to suggest solutions if time permits.

· Don’t rehash the speech in detail. The time limit for evaluations expires very quickly. Choose only one or two key strengths and perhaps one major area for improvement.

· Be sure to consider the speaker’s personality and experience in your review. Never reprimand the speaker.
· Don’t be too easy on more seasoned speakers and ensure that the less experienced speakers get constructive criticism. 
· Be sure to have the VP of Education sign the speaker’s manual.
· If all else fails, use the CODE method of evaluation: Content, Organization, Delivery, and Effectiveness/Execution. You may also try evaluating according to the evaluation checklist in the manual the speaker is using.
Mentors & Mentoring
One of the great services that Toastmasters offers is the mentor program, which provides one-on-one learning. You may choose a member of your liking or have one chosen for you that will help you develop and practice your speeches, get you familiar with roles, and much more. If you are interested in obtaining a mentor, contact the 2nd VP of Education.

If you are a new member, your mentor will help you become familiar with the Club meetings and roles of meeting participants and will help you with your first few speeches.  If you are an experienced member, your mentor will help you develop the special skills in which you are interested.

To receive maximum benefit from this relationship, it is important that you be…

· Eager to learn.  You must be willing to take on new challenges.

· Receptive.  You must be open to feedback, viewing it as an opportunity to improve.

· Open to new ideas.  You should be able to see things from other perspectives.

· Loyal.  You should be able to keep confidences.

· Grateful.  Your mentor is volunteering his or her time to help you achieve goals and be successful.  Be appreciative.  

Special Events

Our club has several special events of note. These include awards banquets, contests, and other events. These are usually announced well in advance, but to familiarize you with them, here are some brief descriptions. 
· Club level contests are held in February and July. The official rules for these contests can be found on the Toastmasters International website. The topics for these contests include:

· International Speeches: These can be about anything, but are usually more serious in theme, often motivational or inspirational. They are 5-7 minutes, and must be an original creation. You must also have completed at least six speech projects. International speeches are such because they lead to the World Championship of Public Speaking contest.

· Tall Tales: As the name suggests, these are usually humorous speeches incorporating the power of exaggeration. They are 3-5 minutes, and again, must be an original creation. Any member in good standing can enter, though this speech category only reaches the Regional level.
· Evaluations: A test speaker will give a 5-7 minute speech, and the evaluators must deliver a 2-3 minute evaluation of this speech. Any member in good standing can enter, though this speech category only reaches the Regional level.
· Humorous Speeches: Again as the name suggests, these are speeches geared for humor value. Any member in good standing can enter, though this speech category only reaches the Regional level.

· Table Topics: As with standard table topics, except that all contestants answer the same question (though they won’t be in the same room). Any member in good standing can enter, though this speech category only reaches the Regional level.

· Awards Banquets are held in December and July. These are usually held in a different room and food is served (of course!) Various awards and recognitions are given out at these events as well, including: 
· Recognition of CCs, CLs, ACs, ALs, and DTMs

· Recognition of Mentors

· Recognition of Contest Winners

· All-Round Toastmaster: This award is presented to the Toastmaster that goes above and beyond the call of duty in club involvement. This can include stepping up and taking on any open slot at the regular meetings; assisting with room setup and packing up; showing up to support members at outside contests, and so on.
· Impromptu Award: Awarded for giving the most on-the-spot speeches.
· Leadership Award: This award is given to the officer selected by the President who has performed his or her duties beyond the nominal expectations.

· Most Improved Toastmaster: This award is usually presented to a member approximately midway through the first (C&L) manual that has shown the most improvement over that time frame.

· Most Speeches Won: This is awarded for winning the most speeches in the six month time period between banquets.
· Most Table Topics Won: Like Most Speeches Won, but for Table Topics.
· Most Evaluations Won: Like Most Speeches Won, but for Evaluations.
· 7th Cup: Every time a Toastmaster wins one of our awards, it counts towards a 7th Cup tally. Every time they win seven awards, they receive a 7th Cup award. 
· Spirit of Success: This award is given to the member who not only displays exemplary Toastmaster skills, but also displays leadership qualities (doesn’t need to be an officer, but typically is). This is the consummate Toastmaster who is a role model for all other members.
· Dues are due in March and September.

 Officer Role Descriptions

The officers of a Toastmasters club help ensure its smooth operation largely behind the scenes. Each position allows you to learn and develop important leadership skills, and if you’ve completed your CL program, you can serve as an officer as part of earning your AL-B. Officer elections occur in December and in May, and are instated in January and June, respectively. 

All officers are expected to help members, and will at least forward your concern to someone who can help. However, each role has certain areas of responsibility, as outlined below.

Club President 

The functions of the office of Club President include:

· Leads the club by promoting excellence.

· Presides over club meetings.  

· Chairs Executive Committee and conducts club business. 

· Oversee plan to achieve Distinguished Club Program goals and ensure Club is a Distinguished Club.  

· Encourage communication and leadership development through promotion of CC, AC, CL, and AL awards.

· Ensures Club Officers meet Club Officer & Club Meeting standards.

· Oversee administration operation of Club in compliance with the Club Constitution and Bylaws.

· Attends training sessions and participates at District Council meetings. 

· Exercises vote at Regional Conference and International Convention, or tenders proxy to District. 

· Attends the Area and District Council meetings. 

· Ensure meetings start & finish on time.

· Schedule meeting location.

· Prepares successor for office. 

The office has a term limit of two consecutive 6-month terms.

Vice President of Education 

The functions of the office of Vice President of Education include:

· Orients new members to the Toastmasters program.

· Plans dynamic club meetings; prepares meeting roles assignment rosters, prepares meeting agendas, and tracks member progress toward completion of their educational goals. 

· Promote participation in the education al program.  Get commitment from new members to achieve CC and CL in one year.

· Initials each speech completion at the back of each speech manual.

· Instructs members in completing their educational forms; submits them electronically to Toastmasters International. 

· Educates members regarding speech evaluations and conducts the Success Leadership module on evaluations as appropriate. 

· Promotes and coordinates Speech Craft, Success Leadership and Youth Leadership programs. 

· Chairs the Education Committee. 

· Attends and participates in Executive Committee meetings. 

· Presides in the absence of the President.

· Attends District-sponsored Club training.

· Attends and votes in Area, Division, and District business meetings. 

· Votes at Regional and International business meetings. 

· Prepares successor for office.

The office has a term limit of two consecutive 6-month terms.

Vice President of Membership

The functions of the office of Vice President of Membership include:

· Ensures the club maintains charter strength of 20 members or more. 

· Builds club membership by conducting club-wide membership building campaigns.

· Prepares and distributes a Toastmaster Information Packet to each guest in attendance at club meetings, which should include general Toastmaster information, club specific information, club meeting place and time, a member contact, and a membership application. 

· Follows up with each guest through written and verbal communication.

· Answers any questions from guests and INVITES THEM TO JOIN! 

· Conducts new member installation.

· Chairs a Membership Committee for membership recruitment, membership retention, and member follow-up. 

· Conducts member surveys to ensure current and future member satisfaction.

· Attends and participates in Executive Committee meetings.

· Attends and votes at Area Council meetings. 

· Attends District-sponsored Club training.

· Prepares successor for office.

The office has a term limit of two consecutive 6-month terms.

Vice President of Public Relations 

The functions of the office of Vice President of Public Relations include:

· The Vice President of Public Relations is responsible for attracting guests to the club meetings and for keeping members informed through a club bulletin/newsletter.

· Plans Public Relations programs. 

· Prepares publicity materials, such as club flyers and club business cards. 

· Prepares press releases for local news media and publication. 

· Promotes the club through all promotional means available - electronic media, newspaper, radio, television, local chambers of commerce, local government and community calendars, universities and colleges, libraries, corporate and organizational publications, employee orientations, "welcome to the community" packets, and other community events.

· Maintain internal and external web sites and distribution lists.

· Produces a club bulletin or newsletter, submitting three issues of the bulletin to Toastmasters International every spring for competition and club points. 

· Writes for the company publication, submits articles to Toastmasters and to the Area, Division and District for publication Chairs the Public Relations Committee.

· Chairs Public Relations Committee.

· Attends and participates in Executive Committee meetings. 

· Attends District-sponsored Club training.

· Prepares successor for office.

Club Treasurer 

The functions of the office of Club Treasurer include:

· Prepares an annual budget for the club.

· Provides the bank with a new signature card. 

· Notifies each club member in writing of dues payable. 

· Collects payable dues and fees. 

· Issues checks to World Headquarters for semiannual membership dues/new member fees. 

· Pays all bills promptly. 

· Keeps complete and accurate records of all financial transactions. 

· Presents a verbal and written financial report monthly. 

· Submits club accounts for audit.

· Maintain accurate membership roster.

· Mail club officer list to TI within 10 days after elections.

· Responds to Internal Revenue Service or other government agency inquiries and makes sure the club has an Employer's Identification Number (U.S. only)

· Prepares and submits semi-annual reports to TI.

· Attends District-sponsored Club training.

· Prepares successor for office.

Secretary/2nd Vice President of Education

The functions of the office of Secretary/2nd Vice President of Education include:

· Administer speech contests. 

· Administer club Mentor Program.

· Tracks weekly award winners.

· Track member progress towards awards.

· Assist VPE with scheduling as needed.

· Record & read Executive Committee Meeting minutes.

· Attends and participates in Executive Committee meetings.

· Arrange for replacement if unable to attend meetings

· Attends District-sponsored Club training.

· Prepare successor for office.

Sergeant at Arms  

The functions of the office of Sergeant at Arms include:

· Arranges room and equipment for each meeting. 

· Greets all guests and members at each meeting. 

· Arranges for food service at meal meetings. 

· Maintains all club equipment and materials. 

· Chairs the Social and Reception Committee. 

· Attends and participates in Executive Committee meetings.

· Arranges special club meetings, such as awards banquets. 

· Attends District-sponsored Club training.

· Prepares successor for office.

Club Mentor (Past President)

The functions of the office of Club Mentor include:

· Provides guidance for the Executive Committee in operational leadership of the club. 

· Mentors the current President. 

· Attends and participates in Executive Committee meetings.

· Chairs nominating committee.  

Tips and Tricks, Q&A

There is an innumerable amount of advice and resources out in libraries, the internet, from fellow Toastmasters, and elsewhere. This section is meant to catalog a few basic points of advice, provide pointers to resources, and cover other small subjects not big enough for their own section.
Table Topics Help


Table topics can be a challenge for any Toastmaster because of its unpredictable nature. Even advanced Toastmasters can be left utterly speechless and unsure of what to say. Here are some tips and hints to keep your edge in any impromptu speaking situation.

1. Remember the SEER method, created by Diana Booher. This is a handy acronym for "Summarize, Elaborate, Example, Restate".

· Summarize: Give a one-two line response to the question. It doesn't have to be yes or no. "I don't know" is perfectly acceptable!

· Elaborate: Start building your case here. For example, if asked "what flavor of ice cream do you like the best?" and you answer "chocolate", you could elaborate by saying "the taste of chocolate ice cream is superior to all others because of it combines all the goodness of chocolate with the sweetness of ice cream.”

· (Give an) Example: If you can, give an example related to your main points and summary response. “I remember having chocolate ice cream when I got my latest Toastmasters certification. It was the perfect treat.”

· Restate: Conclude by restating your response and touch on your main points.

2. If you really want to stretch those creative muscles, try to think of something (tastefully) outrageous. Put on a little act. Emulate pop culture icons. Use accents. Move around on stage. Just about everything you learn in your manual speeches can be applied to table topics.

3. Always remember that you have the option of not addressing the topic at hand. Skillfully changing the subject is a communication skill too! For example, if asked “who’s your favorite rock star?” but you would rather talk about a sports game, you might start off with “Joan Jett sticks out in my mind for some reason, but even her concerts couldn’t compare to the match I went to last night…” 

4. (From Janet Werner) Watch the news daily, or read the main headline articles. And of course, CNN.com and several other sites cover the latest news events.

5. (From Janet Werner) Practice daily exercises to get the brain acclimated to a 'quick think' mode; shifting from the analytical left side to the creative right side. Every time you hear someone ask someone else a question, formulate an answer to yourself. I do this while watching TV. I like to come up with ridiculous answers to questions while watching dramas, especially those forensic programs. For instance, "He cut her heart out; I wonder what he did with it?" Response: "Check her purse." or "He's probably going to give it to his mother on Valentine's Day."

6. (From Janet Werner) Make note of any theme the contest might have. There is rarely a contest theme, so the question is typically concerning a current event, or something generic like "If you could change the world...", "What would you do to bring about world Peace?", etc. If you win the club contest, the Area contest often has a theme, but you may not be aware of it, until you show up at the contest. If there is a theme, grab all the club mates in attendance, step outside the room and brainstorm all the possible questions that might be asked, and prepare responses.

Frequently Asked Questions

Q. I want to achieve my educational goals faster. How can I do this?

A. There are several ways to do this. First and foremost, when schedule requests are made, volunteer for a speech slot early. If you have speaking engagements outside of the meetings, you can have up to two speeches evaluated by a fellow Toastmaster and receive credit. You can participate in speech marathon and club contest events (you must receive a written evaluation, however). You can sign up to be a backup speaker and get priority if a speaker will not be available. Finally, you can become a dual member and give speeches at another club.
Q. What are area, division, district, region, etc?
A. These are simply organizational units that Toastmasters International uses. An area is made up of clubs, a division is made up of areas, a district is made up of divisions, and so on. 

Q. Will my company reimburse me for the costs of Toastmasters training?

A. This varies. Some companies will reimburse the cost of Toastmasters for their employees as part of employee enrichment programs. Contact your manager (if applicable). 
Q. I won’t be available for a meeting and I have a role. What should I do?

A. Part of life is unexpected interruptions, but also part of life is handling responsibilities. Do your best to contact a replacement – in many cases, volunteering to swap roles with the person filling your role next week will work. Contact the Toastmaster as well to notify them of the change. If you cannot find anyone this way, send mail to the internal mailing list as well as to external members.

Q. Where can I get speech topics? I can’t think of anything!

A. First, resolve to change that “can’t” into a “can”. Second, have faith that speech topics are all around you! Spend time taking an inventory of your interests, skills, likes, and dislikes as these are good starter material. Think of books you’ve read, music you’ve listened to, movies you’ve seen, and so on. News stories and political issues make good material. Maybe there was a table topic from one meeting you would like to talk more about. Write these down, allowing yourself to write without a critic for at least fifteen minutes. Your mentor may be able to help out with topic development as well.
Q. Why do I need an introduction and what should I put in one?

A. A properly done introduction sets the stage for you. Think of two speakers (we’ll call them Sam and Max) appearing at a program. Sam is simply named and comes on stage. You have no idea what his topic, background, or message will be. Does Sam have any experience or certification in what he’s going to talk about? Will the audience be ready to receive his message? Will they feel they can get something out of the speech? Probably not!
On the other end, Max has a short (30 seconds to one minute) introduction about who he is, what his credentials are, and what he’s going to talk about. His intro could read:
Securing your personal data has become extremely important in recent years, especially with the rise in crime called “identity theft”. Max has been a private investigator for 20 years and has specialized in identity theft for four. He is going to talk about how what ID theft is, how it occurs, and how you can prevent it. Please help me welcome Max!
With that, Max hasn’t given away the content of his speech, but he’s sure whetted the appetite of the audience to hear what he has to say. As an added bonus, he has some measure of credibility established, all before he even gives his speech!

For most Toastmasters introductions, you will want to write a paragraph or two that references the theme of the day, usually in a creative or humorous way. If you are giving a speech, include your manual name, speech number, objectives, time limits, and speech title.

Q. I want to do my first speech, but I don’t have my manuals. What do I need to do?

A. The first speech that a new member delivers is called the Icebreaker. It is a 4-6 minute speech where the purpose is simply to get up and begin speaking to identify some strengths and some weaknesses you already have. The topic is simply to speak about yourself, or some aspect thereof. It can be a simple short autobiography, an exploration into your values, or perhaps describing a theme that you feel has run through your life.

There are several options to get instructions for this speech. A loaner manual should be available (be sure to have the evaluation form copied if you do not receive your own manual by the time you give your first speech). Your mentor can also help you create this speech.

Appendix A: Media and Internet Resources
Recommended Books:

· The Quick and Easy Way to Effective Public Speaking by Dale Carnegie (ISBN: 0671724002)

· Life is a Series of Presentations by Tony Jeary (ISBN: 0743251415)

· I’d Rather Die Than Give a Speech! by Michael Klepper (ISBN: 1556239513)

· How to Give a Damn Good Speech by Philip Theibert (ISBN: 1578660637)

· Speak Up With Confidence by Jack Valenti (ISBN: 0786887508)

Internet Resources List:

· Harris County Public Library: http://www.hcpl.lib.tx.us 

The library has several books, audiobooks, and e-books on communication and leadership.

· Houston Public Library: http://www.houstonlibrary.org 

Houston’s major library system.

· Cy-Fair SuperSpeakers Website: http://www.cyfairsuperspeakers.org  
· Toastmasters International: http://www.toastmasters.org 

The Toastmasters web site allows you to look up clubs, look up and edit your member profile with Toastmasters International, and much more.

· Toastmasters District 56: http://www.toastmasters-d56.org
This contains information on clubs in our district, including events and high-level officers.
· Texas Toastmasters: http://www.txtoastmasters.org 

Region III information such as high level conferences, etc.

Appendix B: Special Meeting Format Suggestions
The following is a crib sheet of ideas for a special meeting day to be held once a month. The Toastmaster is (usually) responsible for selecting one of these and implementing it. 

1. Contest meeting

2. Banquets

3. Costume party / wear something special day 

4. All table topics 

5. Random roles day 

6. Evaluations first (this was suggested at training) 

7. Speech building day (break out into groups to get ideas flowing for speeches, or coaching sessions)

8. Spontaneous story day (the beginnings of a story are laid down in the space of 2 minutes, and members are chosen at random to continue the story in 1-3 minute increments in rapid-fire order) 

9. Meet at the Commons (might be intimidating to newer members, so we should be mindful of that) 

10. Meet outside (on a nice day, of course!) 

11. Meet for lunch 

12. All evaluations day (with a test speech) 

13. All evaluations day (evaluate a famous speech of your choice) 

14. Solve the mystery (something like this was featured in TM magazine) 

15. Extended speeches day (for advanced manual people) 

16. Live pausing evaluations day (advanced speaker does a speech where an evaluator will call 'pause' and offer commentary on the spot) 

17. Reversed order day (evaluations are given first, then table topics, then speeches -- another thing from officer training) 

18. Shakespeare day (everyone does their best Olde English impersonation) 

19. Member on trial day (as suggested here: http://www.geocities.com/Athens/Acropolis/3558/ideas.htm)

20. Potluck table topics: Have everyone write up to three questions to pass to the TTM, who picks one out of a hat to ask.

21. News Station CFSS: Organize the meeting as a newscast, complete with filming. The TM is an anchor, the speakers are correspondents, TT respondents are "the man or woman on the street" etc.

22. Roast the officers day (from http://www.toastmastersd50.org/supportclubs/clubideas.html)

23. Courtroom day (from above)

24. Debate day (still from above)

25. Book/Movie/Media Report day (yet again from #22) 

26. Seminar day (similar to #15, but focused on a TM related topic) - this could include having an outside speaker come in to talk

27. Political election day (some stump speeches, mini-debate, Q&A) - could be based on some ridiculous non-issues like "cookie choice"

28. Poster presentation day (either bring in real posters that people give 2-3 minute presentations on the topic, or 1-3 PowerPoint slides to the same effect. Presentations would be in rapid-fire order, or if we could get a large space like the Commons, assign 2 people per poster to talk about a particular aspect of Toastmasters) 

29. Interview day: A chief interviewer for a made up company picks three people to interview (people submit mock resumes and cover letters which the interviewer would choose from), asking them 3-5 questions. 

30. Mystery surprise day: Envelopes are taped to the bottom of some chairs, with a few having gift cards.

31. White elephant day: For the holidays; participants bring in a small, $10 or less gift in wrapping, and after an initial exchange, turns are taken where they may elect to try to persuade others in the room to exchange with them. (another idea from either #19 or #22)

32. Club birthday

Conclusion

We hope this guide has been of use in explaining the major parts of Toastmasters and our club in particular. Once again, if there’s anything you feel needs to be added, taken away, or changed, please let the officers know.

In closing this guide, I’d like to cite a fellow Toastmaster, Vijay Yerra, on what Toastmasters has done for him.

More often than not, many people think that Toastmasters is a formal training program set in a classroom setting. As you all know, Toastmasters is beyond the boundaries of a typical classroom setting. Toastmasters encourages us to plan our goals and pace our progress. Toastmasters plants the seed of "Self-motivation" in our fertile minds. Needless to say, this is easily achieved. Toastmasters has some broad guidelines and principles that have been time-tested and handed over to us. We have the freedom and flexibility to operate under that framework. What a motivating combination!

Many people in my daily life ask me this question…"Why Toastmasters? What has Toastmasters given you?" My answer is quite simple: "Supreme Confidence". Yes, if I can confidently give a presentation, whether prepared or off-the-cuff, I dedicate that to the Toastmasters experience. Toastmasters has been the perfect outlet to my creative abilities that have been dormant for years and Toastmasters harnessed and nourished those abilities.

Today's world is all about communication. Most successful people are great communicators. Think about all the inspiring people that have influenced you to a great extent. Our voice is a great medium through which we can express our thoughts and inner feelings. In these lines, I quote the famous snippet from the President of Toastmasters International, Dilip Abayasekara: "FIND YOUR VOICE, SERVE YOUR WORLD."
Credits
The original New Member Orientation Kit was written by Toastmasters International and existed only in hardcopy form for several years. The illustration of the communication and leadership tracks comes from the Toastmasters International website. The wood doll helpers photos are from Stock Exchange ( http://sxc.hu ). In 2007, Jeff Sauls started working on transcribing and updating the kit into electronic form. Input from other sources was included, including contributions from:
· Michael Weekley: Officer roles and responsibilities, banquet awards.
· Janet Werner: Several table topics tips.
· (Unknown): Wrote the Overview of a Toastmasters Meeting section.

· (Unknown): Wrote much of the mentors and mentoring section.

· Vijay Yerra: For his inspiring story of what TM has done for him.
In addition, we’d like to thank all members of Cy-Fair SuperSpeakers, new and old, for keeping the club going over the years. 
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