Al Khor Toastmaster Meeting Role guidelines
(TMOD, Table topic master, Grammarian, Ah counter, Timer, Evaluator, General Evaluator, Speaker etc)
All role players and speakers are encouraged use good humor as far as possible to make the meeting an enjoyable experience.
THE TOASTMASTER FOR THE EVENING/DAY:
As the Toastmaster, you will act as Master-of-Ceremonies for the evening. You will have overall control of proceedings and your performance largely determines the success of the meeting. Therefore, this task is not usually assigned to a member who is not fully familiar with the Club and its procedures.
Your duties will commence 2-3 weeks before the meeting by choosing the theme of the meeting. You should obtain firm commitment from all role players to perform the roles assigned to them. It is advisable to then obtain details of speech titles, etc. All the role players and speakers to be contacted and their opinion on the theme to be obtained 2-3 days before the meeting. 
On the evening, arrive 30 minutes early and supervise the setting up of the venue. Throughout the evening, you are to act as a genial host and conduct the entire program. Program participants should be introduced in such a manner as to prepare the audience to listen with excitement and interest, expectation and receptivity. Use humor to keep good mood.
You should:
1. Contact all members who have a role that requires preparation either at the preceding meeting or soon afterwards to confirm that they are prepared (e.g. speakers, table-topics master and educator).
2. Advise the VPE at least three days prior to the meeting of any changes required to the program.
3. Arrive at 30 min early (6:30 p.m) to supervise the preparation of the venue, ensuring that the following items are ready: tables, timing device, stopwatch, banner, gavel, attendance sheet, lectern, and nameplates.
4. Sit near the end of the table and have your speakers do likewise for quick and easy access to the lectern. 
5. Preside with sincerity, energy and decisiveness. Take your audience on a pleasant journey and make them feel that all is going well. Announce any change in agenda or role players.
6. Always lead the applause before and after the Topics session, each prepared speaker and the evaluators. Ensure to shake hand while handing over the stage/lectern.
7. Remain standing near the lectern after your introduction until the speaker has acknowledged you and assumed control of the meeting, then be seated.
8. Introduce the speakers giving title, the name of the corresponding evaluator and the timing. Ask the evaluator to give the speech objectives. Determine beforehand if the speaker requires the lectern or any special aids. 
9.  Introduce the Table Topics Master as you would any other speaker. Take control after the Table Topics Master completes the presentation.
10. You are responsible to run the meeting on time, do necessary adjustments to achieve this during meeting. 
10. Introduce the General Evaluator.
11. Return control to the President.



THE TABLE TOPICS MASTER
Toastmasters have a tradition - every member speaks at a meeting. The Table Topics session is the portion of the meeting that helps fulfill this tradition. The purpose of this period is to have members "think on their feet" and speak for 1 to 2 minutes. The Table Topics Master prepares and issues the topics: originality is desired as much as possible.
An experienced speaker should be given a challenge: a new Toastmaster should be given a topic that will enable him or her to speak without difficulty.
1. Prepare 8-10 topics before the meeting (this can be varied).  Choose positive topics as much as possible. You can be innovative in choosing the topics e.g. relevant pictures, news clippings, props etc.
2. Find out who has a major task for the evening so you can call upon the other members first.
3. When introduced by the Toastmaster, briefly state the purpose of Table Topics for the benefit of all.
4. Always give the timing: a green light at 1 min , amber at 1:30 and red at 2 minutes..
5. Keep your comments short. Your job is to give others a chance to speak, not to give a series of mini-talks yourself! Keep a eye on time.
6. State the question briefly- then call upon the respondent. This holds everyone's attention and also adds to the value of the impromptu element by giving everyone an opportunity to improve his or her "better listening and thinking" skills.
7. Call on the speakers at random. Avoid going around the room in the order in which people are sitting.
8. Do not give non-Toastmasters nor guests a topic. Try not to involve Toastmasters who are already assigned a role during the meeting.
9. Visitors from other Clubs should be given a topic out of courtesy. Do not give a topic to the Table Topic Evaluator or the Timekeeper. At contests above Club level, do not give the contestants a topic.
10. At the conclusion  refresh our memory by restating who talked and on which topic. Hand control back to the Toastmaster who will then call for the evaluation(s).


THE GRAMMARIAN (WORD WATCHER )
You have 2 roles one to announce word of the day and the second is to monitor language usage.
In your first role you should be one who will help members increase their vocabulary – a word that can be incorporated easily into everyday conversation but is different from the way people usually express themselves. Adjectives and adverbs are more adaptable than nouns or verbs, positive powerful words are preferred, but feel free to select your own special word. Prepare a couple of examples of how the word is used. Encourage everyone to try to use the word, where appropriate, during the meeting and in their everyday lives. 
Print the word in large font (72 pt or 96 pt) on the white board. 
Remind members about word of the day just after the break.
Your second role is to comment on the good use and abuse of the English language during the course of the meeting. Listen to everyone's word usage. Note any awkward use of the language (incomplete sentences, sentences that change direction midstream, incorrect grammar, etc) with a note of who erred(do not mention the name instead say 1st speaker, 2nd table topic speaker etc)
When called upon by the General evaluator near the end of the meeting, deliver your report. Highlight the good usage of English, and vivid words used. Try to offer the correct usage in every instance where there was a misuse instead of merely explaining what was wrong. If the list of errors is very long say only 2-3 comments per speaker, rest of the remarks can be given to the speakers after the meeting. During start of meeting you will have two (2) minutes to present your word of the day and explain your role as grammarian.  At the end of the meeting during evaluation you will be given 2-3 min to give report. 

THE Ah –Haha   COUNTER
The role of the Ah Counter is to note any grunts or other bad vocal habits of anyone who speaks during the meeting. Words may be any inappropriate interjections such as "you know", "and", "well", "but", "so". Sounds may be "um", "ah", "er". You should also note when a speaker repeats a word or phrase.
In Al khor toastmasters you will also encourage laughter and humor by noting down number of laughters produces by speakers and role players.
During start of meeting you will have 1-2  minutes to explain your role. At the end of the meeting during evaluation you will be given 2-3 min to give report. Do not mention the name in report instead say 1st speaker, 2nd table topic speaker etc.

THE TIMER
1. Upon arrival at the meeting, set up the equipment in such a way as to be visible to all members. Ensure that you understand how to operate the stopwatch and the timing lights.
Explain the timing for all segments when you are called by TMOD during start of the meeting. There will be a green light at the minimum time for the speech, an orange light in the middle and a red light at the maximum time. 
 Everything in Toastmasters is timed: 
a) The business session goes for 10 minutes. After 8 minutes, indicate quietly to the Chairman that two minutes remain. After 15 minutes, rise from your chair and announce that time for general business has expired.
b) Table Topics are for 1-2 min seconds with a light at 1 min, Amber at 1:30 and Red at 2 min.
c) The recess is for 5-10 minutes. As the Sergeant at Arms may be busy, remind him or her when it is time to resume.
d) Prepared speeches vary in length according to the requirements in the manual so make sure to note down timing before the start of the meeting.
e) Speech evaluations are for 2 -3 minutes each with a 30-second leeway. Green at 2 minutes, orange at 2:30 minutes and red at 3 minutes.
f) General evaluation is for 18 -20 minutes with a green light at 18 minutes, orange at 19 and red at 20.
3. When called upon by the Toastmaster, raise from your chair and the present the report. 

SPEECH EVALUATION
Have you been programmed as a speech evaluator for the next meeting?
One of the strongest features of the TM program is that members are encouraged to become evaluators at an early stage. However, you may find it a challenge, fearing that you may be lost for words and unable to offer advice, especially if the speaker is far more experienced. However, if you know what to look for in assessing a speaker, you will find the task much easier.
There is a guide for the evaluator at the end of each speech description in the manual, which you should fill out. Obtain the speaker's manual and use it to follow the guide. The oral evaluation should be more general than the written one although you should mention the objectives and whether they were achieved.
For new TMs be positive and encouraging in evaluation by highlighting the good points and minimize the –ve remarks.  All –ve remarks can be handed over to the speakers after the meeting.
The following is a general guideline to be applied when evaluating any speech:
CONTENT
· Structure -opening, body and conclusion
· Achievement of objectives as in the manual
· Cogency and clarity
· Research, examples, anecdotes, humor, word use
· PRESENTATION:
· Body language
· Voice:- variety, clarity, fluency
· Eye contact
· Appropriate use of notes and lectern
· Facial expressions
A good evaluation should start and end on a positive note. Remember: COMMEND, RECOMMEND, COMMEND.
Always offer suggestions for improvement. (You will find some worthwhile suggestions even if it is a very good speech.)
The timing for evaluations is 2-3 minutes. There will be a 30-second leeway. GREEN light at 2 minutes, AMBER at 2minutes and RED at 3 minutes.


THE GENERAL EVALUATOR
Everything in Toastmasters is evaluated except for the General Evaluation. You cover everything that took place during the meeting that has not already been evaluated. The Toastmaster will introduce you near the end of the meeting. At the conclusion of your segment, you will hand control back to the Toastmaster.
You have arguably the most important role for the evening. You cannot alter what has already happened, but you can help to ensure that errors are not repeated at later meetings and those achievements are not forgotten.
1. Sit in a position that will allow you a full view of the meeting and its participants.
2. Take notes on everything that happens or should happen. Were the banner and trophies displayed properly? Were there unnecessary distractions?
3. Do not re-evaluate the speakers but you do evaluate the evaluators.
4. Timing for your presentation is 6-8 minutes.
5. Comment on the duties of the TMOD, Sgt at arms, Table Topics Master, Table Topics Evaluator, Timekeeper, Grammarian and Listener whether they were fulfilled. Also
discuss the education segment.
6. Comment on the general atmosphere of the meeting. Was it humorous or serious, fast or slow? Did you enjoy it?
7. This guide is intended to ensure that you know what should be covered. Following it too closely will result in general evaluations becoming stereotyped. Also be brief where possible. If a person completed the duties correctly, simply say so.



THE EDUCATION SEGMENT
You are a teacher. Your role is to impart information and advice to the members that will enhance their communication and Toast mastering skills. Do you have any information of value to the other members? Here is your chance to share it with them. If not, there is ample material for research. Parliamentary procedure, the structure of Toastmasters International, hints on how to present speeches, respond to table topics or deliver evaluations are all suitable for the education session. The use of visual aids may be especially appropriate. Your presentation may meet the objectives of a manual speech. If you wish to receive credit for the presentation,
Arrange with the EVP at the previous meeting for an evaluator to be programmed.
The timing is 5 -7 minutes. If your presentation is likely to be longer, inform the VPE at the previous meeting so that the program can be adjusted.

THE SGT @ ARMS
You will call the attention of members and greet the gathering. Lift the mood of the audience, set the tone for a friendly, warm meeting. How you achieve this is up to you. There is no limit to what a fertile mind can conceive. If it is funny and it involves many, if not all, of the people present, you will have fulfilled your assignment.
Introduce the ground rules of the meeting.
· Muster point instructions
· Wash rooms
· Silence during meeting
· Switching off mobile
At the end call Club President to open the meeting.
 


THE TABLE TOPICS EVALUATOR (new role)
After the Table Topics voting, you will be called upon to evaluate each of the table topics. You must be concise – time to evaluate all the speakers is limited (2 -3 minutes with 30 second leeway). Get a list of topics from the Table Topics Master before the meeting.
Look for: -body language
-eye contact
-vocal variety
-how well speaker answered question
-how promptly speaker responded
-opening, body, conclusion.
Rather than covering each speaker individually, you may wish to concentrate on a particular aspect of the speech presentations that you feel deserves comment (e.g. body language). Do not evaluate the Table Topics Master, that is the job of the general evaluator.
Don't be daunted by being programmed for this as your first evaluation assignment. In many ways, it is the easiest of all evaluations as there is always something of value that an inexperienced Toastmaster can comment upon. For more information, please refer to the Evaluation Guide booklet in your new member kit received from TMI when you joined.


The Listener/Quiz master (new role):
Your task is to test the listening skills of the people present. As the meeting proceeds, compile about six questions based on events that have happened throughout the meeting, the content of speeches, table topics, the business session, etc. When called upon by the Toastmaster near the end of the meeting, rise from your chair and ask your questions.
Direct them particularly to people who have not played a major role. Try to be humorous.
You may ask questions of guests; it is a good opportunity to involve them in a minor way in the program. But ensure that the questions are simple and be aware that guests may be confused about the names of members, etc. It is better not to ask a question of a guest than to ask one which is too difficult or which is not understood. You should collect a small fine for incorrect answers!

Joke master (new role):

You will be called upon by the Chairperson in the first half of the meeting to set a lively mood by telling a joke. Humor helps reduce audience tension and nervousness and is an invaluable tool in communication.
Tips:
1. Keep the joke within the time limit (or you won’t have time for the punch line)
2. Try not to laugh at your own joke.
3. Have fun telling it.
4. Never explain a punch line.
5. Practice until you have it right.
6. Tie the joke into the meeting’s Theme
Remember, use only humor that suits the entire audience, the occasion, and that will not give offence. Ask yourself, Is there anyone in the audience who will find this joke in poor taste?
You will have two (2) minutes to tell your joke. Remember to receive and return the floor to the Chairperson with a handshake. You will be evaluated by the General Evaluator.

The Thought Master (new role)

Inspire, challenge and motivate!
As Thought Master, you will deliver a positive, inspirational message to kick off the meeting. This may include a quotation, phrase, poem, or personal anecdote. If you are new to Toastmasters and are nervous about the thought of speaking in front of people, you can use this small 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 to the quote. Treat it as you would any other speech – craft it carefully and practice delivering it before the meeting. 
During the Meeting
If you agree to deliver the thought for a club meeting, arrive a little bit early to let the presiding officer know that the role will be covered for the meeting.
When called on by the Chairperson, stand up and deliver your thought of the day to the group. Remember to receive the lectern from the Chairperson with a handshake and to likewise return the floor to the Chairperson with a handshake.
You will have one (1) minute to deliver your thought. You will be evaluated by the General Evaluator.

The Speakers
Remember all the above 10-12 role players are putting their time and energy for your speech, respect their efforts.
Every speaker is a role model and club members learn from one another’s speeches. Prepare and rehearse to ensure you present the best speech possible. The Toastmasters Program Manual provides not only the objectives and guidance for each speech, but also outlines the overall purpose of prepared speeches.
Remember to give your manual to your evaluator and to advise your evaluator of any specific points you wish them to watch for.
Tips:
1. Accept the floor by shaking hands with the Chairperson. Open your presentation with enthusiasm and acknowledge the audience (e.g.: “Good evening, Mr. or Madam Toastmaster, fellow Toastmasters, and welcome guests”.)
2. Organize your speech to have a clear opening, a detailed body, and a summary closing. In particular, open your speech in a manner to attract the audience’s attention.
Keep in mind our club has members of different nationalities, cultures and religion. Do not generalize while referring to your country and culture. Talks on sex, religion and politics are strict No no.
3. Practice and time your speech. Attempt to make full use of your allotted time -without going over time! By going over time (beyond 30 sec grace time) you are showing disrespect to the rules and to the audience.
4. Speak clearly and slowly, with sufficient volume that everyone will be able to hear you. Vary both your pace and loudness to maintain the audience’s attention.
5. Be aware of your hands and attempt to have them compliment what you are saying. (Avoid hand-clasping, or putting your hands in your pockets, behind your back, or in the prayer position.)
6. Return the lectern with a handshake to the person who introduced you. 
Following your speech, make sure the Evaluator completes the written evaluation in your Manual, and that the VP Education signs the Record of Assignments at the back of your manual. You will be evaluated by an assigned Evaluator. 
You’ll 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 will be rewarded
