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WELCOME TO
TOASTMASTERS

Welcome to our Club! We are here to help you improve your speaking and

leadership skills, thinking power, and listening ability. In addition, you will be
taught how to conduct a meeting and master the art of construc%al uation.

Your involvement in our Club can be at any level: starting first manual
“Communication and Leadership Program” with its ten® es, to speech
I

contests, outside Club participation, socia events, e@% ub officer, and

on to the Advanced Communication and Leader . It is important to
follow the programs and guidelines. Th have been carefully
developed and are a proven success.

ow the Toastmaster organization
e description of meeting duties and
o, WhICh Is your first speech, are also

‘ You §|II aso find your new member

< Iu Ac g to Toastmaster Bylaws, every new
member must be voted into the Club. It will -~u S| b|| the Club Secretary to record all votes.
Because you have taken the step forward to ~ |th th| rand new club from it’s inception, you will
ocess, fr ing the club to selecting officers and setting
be t as al aspects of the programs outlined in this
W% together we will establish a successful Club which

offlcer responsibilities. The objectlves and guidelines for th “I

included in this handbook, so you can begin preparing ri A
questionnaire to assist your mentor. %

best meets the needs of the memb

The beginning of our meeting st itha Pl Allegiance to the U.S. Flag. If you do not wish to reciteit,
please respect those who do-~QOur in begin with an Invocation. This may be a short prayer or an
inspirational or motivatio e. Part of Toastmasters is embracing diversity and we will al learn from

one another’s cultures [1-\ iefs. Never feel obligated to recite or respond to something which makes you
uncomfortable, but ag .@o r
%

ect the speaker and audience.

We hope y 'his reference handbook helpful, and encourage you to refer to it regularly. If you have
any quest just'ask. We are al happy to help you.

Denise Schultz, Club Mentor

On behalf of the Sponsor/Mentor Team



CLUB STANDARDS
A successful, dynamic, quality Toastmasters Club
meets the following 10 standards:

1. Mestings are showcase events. Meetings start and end on time, are fast-
paced, and flow smoothly, with no awkward transitions between segments.
Participants are prepared.

2. Club officers are effective. They aretrained in their roles and they fulfill their responsibi

3. Membership recruitment is ongoing. Every Club needs a constant influx of S to combat
natural membership turnover, to bring fresh ideas to the Club and to provide a st ership base.

4. New members are oriented and inducted. Members who are formaII uctedinto the Club and are
oriented to Club operations and the educational program are more li er e active, supportive, and
enthusiastic members.

5.  Every member is assigned a mentor. Mentors help new memb familiar with the Club and work
on their first few speeches. They help experienced memb op specia skills.

6.  All members are working toward their CTM, CL, and &t amon awards Scheduled speakers give
manual speeches. (See pages 9-10 for educational aw

7. All members are trained in effective evaluaj glves positive comments and offers
specific suggestions for improvement.

8. Members are recognized for their plishmerits. recognltlon for achievements encourages
members to set and achieve even high

9. Everyoneis working to help the' e mgwshed Club. All members are familiar with the
Distinguished Club Progr i 0 th W5, and the Club’s plan for becoming a Distinguished
Club.(See page 5 for DCP, °

10. Administrative work is hand rom d efficiently. The Club keeps its financial and membership
records current and ate. Club ers submit documents such as Club officer lists, semiannual
membership report: d and membership applications promptly to World Headquarters.

OASTMASTER VALUES & THE CLUB MISSION
Spect ¢ Integrity ¢ Servicetothe Member ¢ Dedication to Excellence

Providing a ly supportive and positive learning environment in which every member has the opportunity

to develop and practice communication and leadership skills, which in turn foster self-confidence and personal

growth.



“THE MAGIC OF TEN”
THE DISTINGUISHED CLUB PROGRAM (DCP)

The Distinguished Club Program (DCP) is designed to assist every Toastmaster
Club to be successful. The program is divided into 10 attainable goals. They are
designed to ensure that club members attain their communication and leadership
educational goals, that officers fulfill their duties, and thmﬁ strength is

maintained.

Each year, the Club creates a plan to become a Distinguished Club. This requires the completion of
a least five of the ten goals. Everyone is to work to help the Club reach its K members are to
become familiar with the program and its value to the Club.

To understand the goals of the DCP, members should understand the communicatien and leadership goas in
Toastmasters. These may be found on pages 9 - 10.

There are six Educational goalsin the DCP. These assist you in re@ vour goals.

1. Two members attain their Competent Toastmaster{

2. Two more members attain their CTM $§

3. Onemember attains their Competent Lead dvanced Leader (AL)
or DTM (Distinguished Toastmaster)

4. One more member attainstheir CL, AL, or

5

. One member attains their Advanced’ A oastm (AT@/;)Qronze(B) Silver ()
or Gold (G)

6. One more member attains thei .S, or é@
Therearetwo Administrative g P. T“h@areto be completed by club officers.
1. A minimum of four ficersm rained during each of two training

periods (summer and winter)
2. Membership re@d cllb offiger lists must be submitted on time
There are two M embérship-goals in the DCP. These ar e the responsibility of everyone.
1. Four S
2. r members

CLUB SPONSORS & CLUB MENTORS
This Club is fortunate to have four Toastmasters who will help lead us
the DCP. They are:

Ken Bjorkquist & Jim Kohli, Club Sponsors
Denise Schultz and Bruce Bradshaw, Club Mentors




X?f i%/j CLUB OFFICER ROLES AND RESPONSIBILITIES
A club officer serves aterm of one year, from July 1% to June 30". The one-year term
covers an average of 24 meetings. Elections are held annually on the first meeting in
May. For newly charter clubs, officers are typically elected following an explanation
of officer duties and areview of skill sets.

e o bt uards & Two DCP Goals directly relate to Club Officers.

First, officers are expected to be effective in their office. Officers are to be trained in their d they are to
fulfill their responsibilities. To accomplish this, the Division provides training two times the District

offers additional learning opportunities at other events.

Second, administrative work is to be handled promptly and efficiently. Reco u&current, accurate, and
timely.

It isimportant that you understand the roles and responsibilities of Club s so that you will know whom to

contact when you have a question, concern, or comment. A brief d f each follows. More details can
be found in your basic C&L Manual.

o %
PRESIDENT: first-ranking Club Officer x}
e Serves as the Club’s chief executive officer, r lefor gen supervision and operation of the
<o

Club.

e Presdes at Club meetings and directs the a w. Ich meets the educational growth and
leadership needs of members.

o Establisheslong-term and short-ter r Club th, in cooperation with the Executive Team.

IMMEDIATE PAST PRESIDENT ©
 Provides guidance and serv, cet tﬁ&’:l ub officers and members.
« Chairsthe Nomination ee, Wi ch ngrdihates members for Club offices.
e Assistsin the preparation e Club Plan.
e Promotesthe Club’s efforts toJoeco istinguished Club.

VICE PRESIDENT
e Plans success

CATION: second-ranking Club Officer
Y’ meetings so that each member has the opportunity to achieve his or her

, organization, and implementation of the Communication and Leadership, Better

a5, Successful Club Series, Leadership Excellence Series, and other educationa programs.

eeches, signs Communication and Leadership Program manuals, updates Member Program

harts, reports educational program completions promptly to World Headquarters, and
coordinates recognition of member achievements.

o Ensuresthat each member receives orientation to the Toastmaster Educationa Program.



VICE PRESIDENT OF MEMBERSHIP: third-ranking Club Officer

e Plans, organizes and implements a continuous marketing effort which ensures the Club maintains or
exceeds a charter membership level of 20.

e Works with groups inside and outside of Toastmasters to promote Club membership and membership
retention.

« Providesrecognition of Toastmasters who contribute to the increase of membership in Toastmasters.

« Maintains an accurate membership roster and attendance records in conjunction with the Club Secretary.

e Servesas chairperson of the Club Membership Committee. \

VICE PRESIDENT OF PUBLIC RELATIONS: fourth-ranking Club Officer o
o Devedops, implements and administers a program that maintains a positive %

al members,
guests, and the genera public.

e Is responsible for internal and external public relations for the Clul, <incl g but not limited to:
preparing news releases regarding Club activities, publicizing Club even orking with Club officers
to develop literature about the Club, representing the Club to the medja.

o Workswith the Club newsletter editor.

e Servesas chairperson of the Public Relations Committee. @

SECRETARY: fifth-ranking Club Officer O
e Isresponsible for Club records and correspondence (i
e Iscustodian of the Club Constitution and Bylaws a
e Records and reads minutes of Club meeting
e Submits the names of newly elected officerst swithin 10 days following e ections.

e Clubs roster).
ffici documents.

TREASURER: sixth-ranking Club Offic
e Isresponsible for the development 2
Receives and disburses fundsi

. zhA‘

o Devedopsand recommends s@\ ) e Clu

» Notifies members of du le-and-coll

e Along with the President e Club y, the Treasurer ensures that the semi-annual membership
reports, dues and membership.oster led to World Headquarters on time.

SERGEANT AT ARM S@w-ranking Club Officer
. er host and makes the proper physical arrangements for Club meetings.

e Vice President of Public Relations and Vice President of Membership to ensure
riber and guest is welcomed.

r the orderly conduct of the Club meeting, including arranging room layout, setting up
equipment, collecting ballots, tallying votes, and controlling property between meetings.




THE TOASTMASTERS ORGANIZATION

Toastmasters International has more than 200,000 members, and 9,300 Clubs within
80 countries. There are community-based Clubs, company employee Clubs, military
Clubs, specialized Clubs for the blind, bilingual Clubs and others.

In most parts of the world, Clubs are grouped into administrative units know as “Districts” to provide greater
leadership opportunities and stronger lines of communication. Districts are in turn subdivided into “Divisions”
which comprise 15 — 25 clubs, and “Areas,” which usually comprise 4 — 7 local Clubs.

A District Governor is elected each year to serve their District. S/he is supported by S @ional District
Officers. They include: the Lt. Governor of Education & Training, the Lt. Go r keting, District

[ District Governor.
5, there are nearly 90 clubs

District 35 is comprised of the state of Wisconsin and the UP Michigan. In D
and over 1,400 Toastmasters.

There are 4 Division Governors under the leadership of the District 3
and Southeast. Our club is under the leadership of the Southeas
Division, there are six (6) Areas. Each Area has an appointed
Officers. Our Toastmaster club islead by the Area 5 Governor TS

area at least twice ayear. % @

Setting the policies of the organization is the respo v& a the Soard of Directors. In Mission Vigo,
Cdifornia, U.SA., the World Headquarters staff, =.‘9W th utive Director, oversees the day-to-day
operation of the organization, providing materials and asSistancefo Clubs and Districts. Members and other

visitors are always welcome at World Head ©@°

of @ month. There may be exceptions due to holidays.
ts the club. Our club is under the leadership of Area5,
ional. Often, you may seethisas: Area S-5, District 35.

Our regular meetings are hel X ., with acall to order at 6:30 p.m. Officers are asked to arrive
earlier to assist with roopd(sett guests. Members are encouraged to assist with set-up when

: j b site (http://toastmasters.visitgenevalakes.com) your bulletin, program notes or speak

with the Vice|Presidefit of Education or Club President.



TOASTMASTER RECOGNITION

Toastmasters International has two educationa tracks. a communication track, in which you develop your
speaking skills, and a leadership track, in which you develop leadership skills. Awards can be earned on both
tracks. You can work both tracks at the same time; in fact, you are encouraged to do so. An illustrated list of
recognition can be found in your basic C&L manual.

It is critical that you document the title and date of your sp es. (Thereis a
“Project Completion Record” a the end of the C&L m record this
information.) The Vice President of Education must initiab th ion of your
speech assignments. Without this documentation, an appli our educational
award cannot be submitted. Additional achi evements&ug% rded in the club’s

meeting minutes.

SO
commumcmo{% @

CTM: COMPETENT TOASTMASTER AWAR @0

In order to receive your CTM, you must suc ull plet en proj

Basic Communication & Leadership (C&L)manua. With your €TM, you wi \
two advanced manuals of your choosin 0 charg this ti me, there (\
advanced manuals. @

ATM-B: ADVANCED TOAST O ‘AWARD

In order to receive your ATM Brohze, you m
e Achieved a Competent.T oastraster .
e Completedtwo A ced.Communication and Leadership Manuals.

ATM-S ADVANCE@\ MASTER SILVER AWARD
M

Inordertor Silver, you must have:
e R M-Bronze Certificate or the Able Toastmaster Certificate.
« Comp 0 Advanced Communication and Leadership Manuals. (Manuals cannot be completed for
previo ards.)

o Conducted two programs from the Better Speaker Series and/or The Leadership Excellence Series.



ATM-G: ADVANCED TOASTMASTER GOLD AWARD
In order to receive your ATM Gold, you must have:

Received an Advanced Toastmaster Silver Certificate.

Completed two Advanced Communication and Leadership Manuals. (Manuals cannot be completed for
previous awards.)

Conducted and coordinate a Success/L eadership, Success’Communication or Y outh Leadership

o\@\

Coached a new member with his or her first three speeches.
LEADERSHIP TRACK &

CL: COMPETENT LEADER AWARD
In order to receive your Competent Leader award, you must have:

AL: ADVANCED LEADER AWARD
In order to receive your Advanced Leader aw

DTM:

Recelved a Competent Toastmaster (CTM) award.

Served at least six months as a Club officer, and part|C| patei t aratlon of a Club Success Plan.
While serving as a Club officer, participated in a Distfit CI b officer-training program.
Conducted two programs from The Successful Club & lence Series.

Received a Competent L eader (CL)
Served as a District Officer.

Completed the High Perform
Served as Club Sponsor, Clu

10



PRE-MEETING PREPARATION

TIME PERSON PROGRAM ELEMENT
6:15-6:25 | Master Host Room Set-up
Flag, Banner, Lectern, Gavel
Timing Device, Sop Watch, Timing Record Book
Ah Counter Record Book, Guest Book \
Members to Assist Distribute Meeting Materials: o @
Ballots, Individual Evaluation Forms, NW
6:15-6:25 | VP Education Distribute Agendas \
Sign Award Certificates when appropriate
Sign off on Manuals for Member
N
6:15-6:25 | VP Membership Greet Guests, Distribute G S
Sign New Member Gér{\
6:15-6:25 | President Confirm whi Q@ﬁ@%s ea R@%o Present
6:15-6:25 | Speakers Give Manu %{} ators@@vlew Objectives
Confum Title of ‘Speech @ntro with Toastmaster
<o
' i€, name o al, and project # to Secretary
Give j tiv @to Timer
J
6:15— 6:25 | Evaluators O e 3I from Speaker & Review Objectives
Confl me of Speech with Speaker
6:15-6:25 Toastmasten@ Conflrm Speakers, Evaluators, and Evaluating Team
@ Receive appropriate introductions
6:15-6:25 Prepare Awards/Certificates for Meeting

|

Best Table Topics, Best Speaker, Best Evaluator

6:15-6:25 Confirm length of speeches with Speakers
6:15-6:25 | All Members Greet Guests, Introduce Y ourself, Show your manual
6:28 Members & Guests Take Sesat for meeting

11



SAMPLE MEETING FORMAT (SUBJECT TO CHANGE)

6:30

Master Host

Call Meeting to Order, Extend Warm Welcome to All

6:31

President

Opening Remarks
Ask for Invocation and Pledge
Introductions

6:34

President

Conduct Business Meeting, including Offlcer&
Club, Area, and District Announcements

New Member Induction (as necessar

Introduce Toastmaster of the Eveni ng

6:40

Toastmaster

Warm up Audience

Introduce members with n duty and ask for an
explanation of the duty

Timer, Ah Count Evaluator,
Ballot Countel &
Call for Word ) @"
Tamics @

6:50

Table Topics Master

rpose of TOpICS & Your Theme

o spoke, brief summary of reply

7:05

Introduce Speakers & Call Upon Evaluators to Read
Speech Objectives
After each speech, ask audience to fill in comments
on individual evaluation forms
After last speech, call for a Votefor Best Speaker

Introduce General Evaluator

12




SAMPLE MEETING FORMAT, CONTINUED

7:35 General Evaluator Review Evaluation Format
Introduce each Evaluator & Speaker

After last evaluation, call for aVVote for Best
Evaluator

Ask Ballot Countersto Collect Ballots
Ask for Timer & Ah Counter Reports

Comment on Evaluations and Meeting @

Return control of lectern to Toastmast

7:45 Toastmaster Serve as Quiz Master/Tip Master if ti me per
Ask for Guest Comments

Present Awards Q
Return control of mealq@ir dent

7:55 President Closing Remar

Adj ou

ITIS IMPORTANT F@E

CLUB
@ELP KE ‘
TH@HNG MOVING ON TIME!

REMEMBER A VALUE OF TOASTMASTERS:

RESPECT
RESPECT FOR YOUR AUDIENCE.
RESPECT FOR YOUR FELLOW CLUB MEMBERS.

13



WHEN YOU ARE RESPONSIBLE FOR
THE INVOCATION AND PLEDGE

SAMPLE INVOCATIONS:

Aswe gather here tonight, let us promote one another to their fullest potential.
May all of our observations and evaluations be given and received with care and
consideration. Let our Club’s philosophy of “Leadership and E@n” be

fulfilled in our words and actions.

« Lord, thank you for all the gifts you have bestowed upon us, not the least of whit @ ability to speak.
P here. Let the hustle
n so that we may

continue our social and educational experience together. Amen

e« Here we are, adl primed and hopeful, ready for a night of ables, listening carefully for any
ahhs...hoping we don’t err or pause...glad to have the time to @ isway our skillswon’t be weak.

Use the above examples as basic quidelines. Be spontaneou o@ ed material.

Following the Invocation, lead the Club in the Pledge of All i&
N

PLEDGE OF ALLEGIANCE:

| pledge allegiance to the flag of the United Staie of America anc@g? the republic for which it stands: one nation
under God, indivisible, with liberty and justi 1. ©©°

O ¥
@ §
O

14



WHEN YOU ARE THE TIMER

One of the lessons that participants practice during a meeting is that of expressing a
thought within a specific time interval. The timer is the member responsible for keeping
track of time. You will time each segment of the educational portion of the meeting, and
practice time management.

PRIOR TO THE MEETING:

Write out your explanation in the clearest possible language and r . Be sure to
emphasize timing rules and how timing signals will be given. 6? exercise is
giving clear, effective instructions.)

Confirm scheduled program participants with the Toastmaster and Ga@m

e Confirmtimerequired for each prepared speech with the speakers.&

UPON ARRIVAL AT THE MEETING:

Get timing equipment from the Master Host (i.e., stopw er, SIgnaI device, and timer’s notebook).
Make sure that you understand how to operate the st SIgnaI device, and make certain

that it everything isin good working order.
Sit where the signal device can easily be seen ack @m‘ the meeting room).

DURING THE MEETING:

When introduced, explain the timi d de@rate the signal device (timing lights or cards).

Time each Table Topics alu — 2 minutes each)

<>
Time each Speaker and s as s/h roaches the time limit. Typically, the green signal is given
when the speaker h o mi e the maximum limit. The yellow/amber signal is given when
the speaker has on before the maximum limit. The red signal is given when the speaker reached
the maxi mum e speaker has 30 seconds to complete the speech after reaching the maximum
limit.

R ici pant sname and time used for Speakers, Table Topics, and Evauators.

When upon by the Genera Evaluator, stand by your chair, announce the speaker’s name and the
timet

AFTER THE MEETING:

Return the stopwatch, timing device and notebook to the Master Host.

15



WHEN YOU ARE THE AH COUNTER/GRAMMARIAN

The purpose of the Ah Counter is to note words and sounds used as a
“crutch” or “pausefiller” by anyone who speaks during the meeting.

Listen for INAPPROPRIATE INTERJECTIONS such as “so,” “but,” “and,”
“well,” “you know/ya know,” etc. Common sounds that_speakers use as
FILLERS are “ah,” “um,” “err.” “LAZY LANGUAGE” as “ta” instead
of “to” or “gonna” instead of “going” should be reported rpose of the
Grammarian isto

comment on the use of English during the course of the meeting and to record who
As Grammarian, you should note when a speaker uses POOR GRAMMAR (i

or repeats a word or phrase such as “l, 1,” or “This means, 4Hi ). Listen aso for
MISPRONUNCIATION and POOR ENUNCIATION, DROPPED CONSGNANTS, and OTHER
MEANINGLESS PHRASES (blah, blah, blah, whatever, etc.).

PRIOR TO THE MEETING Q
o Prepare abrief statement of the duties of the Ah Counger arran for the benefit of the guests.

UPON ARRIVAL AT THE MEETING: %

¢ Get the Ah Counter/Grammarian’s notebookd

DURING THE MEETING:

e When introduced, stand at your chai explain Ie of the Ah Counter & Grammarian. Please
include the word of the day. @

%s and long pauses as fillers and not as a necessary part
y crutch sounds or words each person used during all
’s word usage. Write down any awkward use, or misuse of

the language (inco e sentenc tences that change direction in midstream, incorrect grammar,
malapropisms, etc.)with anote of who erred.

e Throughout the meeting i tch”

of sentence structure

e When cdll e General Evaluator during the Evaluation segment, stand by your chair and give
your correct usage in every instance where there was a misuse instead of only explaining
w

AFTER THE ETING:
e Givethe completed Ah Counter/Grammarian notebook back to the Master Host.

16



DURING THE MEETING:

UPON ARRIVAL AT THE MEETING: o @
t

WHEN YOU ARE THE BALLOT COUNTER

Healthy competition can motivate speakers. Our Club votes on the Best Table
Topics Speaker, Best Evaluator, and Best regular Speaker of the evening. In
addition, each member and guest provides written feedback to the regular
speakers and the Toastmaster of the meeting.

Check the ballotsto see if there is anything unusual about this meeting of whi %% 0 be aware.
Determine whether the Secretary is writing down a list of Tabl o3 ers, speakers, and
evaluators. If not, write down a list of the speakers and evaluators. (List the,Table Topics speakers as
they speak during the Table Topics session).

Get blank awards for Best Table Topics, Best Evaluator, and &er from the Secretary or Master
Host. Make sure the awards are signed.

When introduced, explain the role of ballot cguinte alnt
feedback for each regular speaker on the i |n val uati
form may be given to evaluate the To of the ev i

table topics speaker, evaluator, and r Iar eaker If
(Thisis especially true for a contest.

In addition, participants will vote for best
ng is unusual with the balots, explain that.

After the General Evaluator has or th Oreé for best evaluator, collect the ballots and feedback
sheets from the particip  the s q Uietly from your seat, unless thisis a contest. If thisisa
contest meeting, step ou € room tgco t ballots, as it is required to have multiple counters. One
method is to have one ballotcounter re@sithe names on each ballot and the other counter to create atally
on the list. After ining .,N ers, fill in their names on the awards and give them to the
Toastmaster of the%. Separate and sort the feedback sheets and give them to the speakers and the
Toastmaster e.

@

17



WHEN YOU ARE THE SPEAKER

A major portion of each meeting is centered around three or more speakers. Their
speeches are prepared based on objectives from the basic or advanced Communication
and Leadership manuals, or are modules from a Toastmaster’s “Better Speaker,”
“Successful Club,” or “Leadership Excellence” series. Speeches are often five to seven
minutes in length from the basic manual, eight to ten minutesin length from the advanced
manuals, and 10 to 15 minutes in length for a module. Preparation is tia when you
are the speaker.

PRIOR TO THE MEETING:

WHEN YOU ENTER THE RO

Check the agenda to find out when you are to speak. In order to d %%/ benefit from the
Toastmaster program, plan to speak from your manual. If possible, e the speeches in the
order they are in the manual.

Prepare your speech according to the objectivesin the manual.

Check the agenda to determine who will be your evaluator. ’ your evauator and share with him
or her which manual speech you will be giving. DISC als and your personal concerns.
Emphasize where you feel your speech ability need henln ember to bring your manual to

the meeting.
If you need aflip chart, special room @%a Host or VP of Education ahead of
time to make sure that these things wi all

Be prepared to give the Toast
any other relevant informati
preferred, and is appreci

ev ur speech title, manual assignment number, and
e properly introduced. A written introduction is
sed by the Toastmaster.

Arrive early. If r check thesmicrophone, lighting, overhead projector, flipchart, etc. before
anyone else arri yourself from problems that can ruin your talk.
Sit near ti@ e room for quick and easy access to the lectern.

our approach to the lectern and your speech opening.

Give théAitle of your speech, the name of the manual, and the assignment number to the Secretary. This
information is critical if we need to confirm ahistory of your presentations.

Be sure you give your manual to your Evaluator before the meeting starts.

18



WHEN YOU ARE THE SPEAKER, CONTINUED

DURING THE MEETING:

Give your full attention to the speakers at the lectern. Try to avoid studying your speech notes while
someone elseistaking.

Toastmaster, and wait to begin your speech until s/he has been seated.
As you begin your speech, always acknowledge the Toastmaster and t @ (i.e. Fellow
Toastmasters and guests, or Ladies and Gentlemen, etc.).

Plan your speech closing as carefully as your opening. It’s the fi@/o h that will bring the
applause. Thisisthe last chance to reach your audience, and it is a notice thatyour talk is ending. Never

thank your audience, but return control of the meeting to the Toaa@er. Always wait for him or her at

the lectern, then return to your seat.
During the evaluation of your speech, listen intently <§or h% -') ts that will assist in building better

When introduced, smoothly leave your chair and move to the lectern as planned. %Q hand of the

future taks. Pay attention to the advice of other from the written evaluations regarding
strengths and areas for improvement.

<

AFTER THE MEETING:

Get your manual from your eval uatorthis ti Scu guestions you may have concerning your
evaluation to clarify any misinterpretétion @o

@ ordl of ment in the back of your manual.

Have the VP of Education initi

(o4
RESOURCES:
Communications and Leadg e 225)...included in your new member kit
7D
M)
0

Your Speaking Voice ( ..included in your new member kit
Gestures: Your Body Code 201)...included in new member kit
Pointerson sp

They're All

19



WHEN YOU ARE THE TABLE TOPICS MASTER

Toastmasters has a tradition that every member speaks at a meeting. The Table Topics session is the portion of
the meeting which ensures that tradition. The purpose of this session is to have members “think on their feet.”
The Table Topics Master prepares and issues the topics: originaity is desirable as much as possible. Each
speaker may be given an individua subject or a choice of subjects may be presented from which the members
can draw at random.

PRIOR TO THE MEETING:

Check with the Toastmaster to find out if atheme meeting is scheduled. If SO, ﬁr @\k to carry out
that theme. If no theme is scheduled, you can choose from a wide sel Review THE
TOASTMASTER magazine and other publications for ideas. Do ng ep he revious meeting’s
Topic ideas or items.

Find out who the scheduled Speakers, Evaluators, Genera Eval r and Toastmaster are so that you

can cal on the members who do not have an assugned rol ake sure new members get an
opportunity to speak, and ask if guests wish to parti CID e permits at the end of the Table
Topics session, should you call on program partici pan&s

e Keep your comments short. Your glve\:@s a chance to speak, not give a
series of mini-talks yourself.

« REMEMBER: Table T urpose First, to give everyone in the
room an opportunit speak y those who are not on the program; and,
second, to get people nto “th 2 \. id speak on their feet.”

DURING THE MEETING: ﬂ{@
e When introduced, briefly/s rpo “the Table Topics session. Set the stage for your Table

Topics program. Keep but enthusiastic. If the Club has a “Word of the Day,”
encourage speakers to use theword i response.

Keep the progr ing” Be certain that everyone understands the maximum time they have for their
response. (Tar@e 1 to 2 minutes.)

@ns briefly — then call on the respondent. This serves two purposes: First, it holds
tion — each is thinking of a response should he or she be caled on to speak; and

ds to the value of the impromptu el ement by giving everyone an opportunity to improve his
ter listening and thinking” skills.

Call on speakers at random. Avoid going around the room in the order in which people are sitting. Give
each participant a different question. Don’t ask people the same question unless you ask each
specifically to give the “pro” or “con” side.

WHEN YOU ARE THE TABLE TOPICS MASTER, CONTINUED
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e Watch your total time! Check the printed agenda for the total time allotted for Table Topics and adjust
the number of questions to end your segment on time. Even if your portion of the meeting started late,
try to end on time to avoid the total meeting running overtime.

e At the conclusion of the Table Topics session, request that members and guests vote for the Best Table
Topics Speaker

When your session is complete, return control of the lectern to the Toastmaster.

RESOURCES: O\@

Patternsin Programming (Code 1314)
Chairman (200)
Think Fast, A manual on Table Topics (Code 1315)
o % Z
tTab

Table Topicsi X §:
It’s what you might t ut ar atable!

™
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WHEN YOU ARE AN EVALUATOR

After each speech, an evaluation is made. After you have presented a few
speeches, you will be asked to serve as an Evaluator and will evaluate one
of the prepared speakers for the meeting. In addition to your oral
evauation, you will give the speaker a written evaluation from the
manual .

The Evauation presented by you can make the di
worthwhile or wasted meeting for the speaker.

The purpose of the evaluation is to help the speaker become less self-conscious;%@ that you become

fully aware of the speaker’s skills to date. If there is a technique that the uses or some gesture that
receives a good response from the audience, tell the speaker so he or she will be encouraged to useit again.

packet from World Headquarters. Until you receive your p Is handbook provides an evduation
guide for the Ice Breaker. \

PRIOR TO THE MEETING: %
o Carefully review the Effective Speech Evaluation manual, é@ ill receive in your new member

o evalpate“contact the speaker and |learn about
e ) shoul? de the objectives of the speech and

what the speaker hopes to achieve in texms of \teaghing dience. Find out exactly which skills or
techniques the speaker hopes to strengtrien throug the@<> se.

itis t@ value to the speaker. Study the objectives of the
project as well as the evaluatien Remember, the purpose of evaluation is to help
people develop their sp &uations, including platform presentations, discussions
and meetings. Achiev ability and motivation. By actively listening and gently

offering useful advice, yo ers to work hard and improve. When you show the way to

improvement, you@ed strengthening their ability.
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WHEN YOU ARE AN EVALUATOR, CONTINUED

WHEN YOU ENTER THE MEETING ROOM:
e Look for the speaker and get his or her manual.

e Meet briefly with the Genera Evaluator to confirm the evaluation session format. Confer with the
speaker one last timeto see if he or she has any specific thing for you to watch for during the talk.

DURING THE MEETING:
e The Toastmaster of the evening may ask you to read the objectives of the sg
manual. Give your speaker’s objectives and time requirement.

e Record your impressions of the speech in the manual along with an stQthe evaluation questions. Be

as objective as possible. Remember that good evaluations may give new life to discouraged members
and poor evaluations may dishearten members who tried their %Remember to aways leave the

speaker with specific methods for improving his or her speakin
« Evauations are given after al of the speeches are co Ie@ ntroduced, stand and give your oral
f en

evauation report. Begin and end your evaluation wit couragement or praise. Though you
may have written lengthy responses to manual ev%;% guesti on’t read the questions or your

e Speaker’s

responses. Your oral evaluation timeis limit to coy, much in your talk — possibly one
point on organization, one on delivery, or o with a statement about the greatest
asset and a suggestion for future impro ng the sandwich technigue: comment
on _something positive, offer one ion tor_im ement, and finish with a strength the

speaker has. ©@°

it is successful. Don’t alow the speaker to remain
se of humor, or a good voice. Don’t alow the speaker
ism; if it is personal, write it but don’t mention it aoud.

Effective Speech Evaluation (Code 202) ...included in new member kit.
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WHEN YOU ARE THE TOASTMASTER

As Toastmaster, you face the task of introducing the other members of the
program. If the Toastmaster does not perform the duties well, an entire
meeting can end in failure. Therefore, thistask is not usualy assigned to a
member until he or she is quite familiar with the Club and its procedures.
The primary duty of the Toastmaster is to act as a genia host and conduct

the entire program \
4 . .
iu we nitroduced in such amanner as to prepare the audienceto @gg excitement
%

and attention. It isthe Toastmaster who creates an atmosphere of interest, expectation ity.

DAYSPRIOR TO THE MEETING:

e Check with the Educational Vice President to find out if there have been any“program changes or if there
are any specia instructions for the meeting.

o Contact the Table Topics Master to discuss his or @g ise him or her of any specia
instructions or educational objectives. Remind the Tgble T er to call on those without major
duties.

« Contact all Speakers a week to five days in advance to.remin @ha& they are speaking. Interview
them to find out their speech title, manual prgject nuimber, to be achieved, time requested, and
ﬂ |

something interesting about themselves which u introducing them (job, family, hobbies,
education, why thistopic is of inter their au n many cases you will call speakerstwice:

once to remind them that they are g and .n time to discuss specifics of the speech or
introduction.

o Contact the Genera Eval @@m t nment. Ask the General Evaluator to contact the other
Ev S,

Timer, Ah Counter/ Grammarian — and remind them

members of the Evaluat
of their responsihilities.

ich can be used to bridge the gaps between program segments. Y ou may never use
ould be prepared to avoid possible awkward periods of silence.
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WHEN YOU ARE THE TOASTMASTER, CONTINUED

AT THE MEETING:
e Arriveearly in order to finish any last-minute details.

o Check with speakers for any last-minute changes.
o Sit near the front of the room and have your speakers do likewise for quick accessto %ern.
DURING THE MEETING:

<o
o Preside with sincerity, energy and decisiveness. Take your audience on
them feel that all is going well. If time has become a factor due to a I(& sud business meeting,

it isyour duty to cut your remarks to keep the meeting moving.

zirney and make

o Always lead the applause before and after the Table Topics iﬁﬁeach prepared speaker, and the

General Evaluator.
e Remain standing near the lectern after your introdquo% speaker has acknowledged you and

assumed control of the meeting; then be seated. \ ; %
¢ Introduce the General Evaluator, the Ah Co arian,Ahe Timer, and Ballot Counter, and ask
them to give a brief description of their duti @

for the Best Table Topics Speaker, do en you to the lectern.

e Introduce the Table Topics Master u would any ;egér If the Table Topics Master forgets to call

e Introduce each speaker, and
timer has the suggested ti

e At the conclusion of the speaki request the vote for Best Speaker.

4\9@'1 or to read the speech objectives. Be sure that the

o Briefly rei ntroducéi@\eral Evaluator. If the General Evauator forgetsto call for the Timer’s report,

Ah Counter’s @ for the vote for Best Eval uator, do so.

ng tallied, request comments from guests. If time permits, fill time as the “Quiz

o Whilev
M ” estions that challenge member’s listening skills.)
e Awar ificates, then return control of the lectern to the presiding officer.
A GOOD RULE: BE WELL PREPARED.

RESOURCES:
Introducing the Speaker (Code 111), Chairman (202), Patternsin Programming (Code 1314)
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THE TOASTMASTER’S CHECKLIST

DAYSBEFORE THE MEETING:

It is your duty to contact the speakers prior to the meeting to confirm they are aware of their speaking
assignment. This should be done one to two weeks prior to the meeting in which you are scheduled as
Toastmaster. One week to three days prior to the meeting, call the speakers again to obtain speech title, manual,
and speech number. Remind each speaker to bring his or her manual. Thisis also a good time to interview the
speaker so you can prepare the introduction. ’\

A few days prior to the meeting, call the General Evauator to confirm the schedule 6f d evaluation
team. (It isthe duty of the General Evaluator to call the evaluators, ah counter, tl%r counters.)
. < .
Speaker’s Name Manual & Speech # Title of Speech Time

=N

N

NI
NS o

AT THE MEETING:

N\ @Q)V
: 0
[ Beforethe meeting starts, make ﬁta\\q\ yone g@stands his or her duties.
~

Ah Counter/Grammarian A \/ §§§\V
am

Timer \< %(\@ e

Ballot Counter(s) @ Name:

Table Topic Master @% Name:

Generd EWC(O& Name:

<
Evaluator #1 \\/ Name:

V4
Evaluator #2 Name:
Evaluator #3 Name:
Evaluator #4 Name:
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WHEN INTRODUCED: \

O

g O a Q

THE TOASTMASTER’S CHECKLIST, CONTINUED

Check with the General Evaluator to make certain that he or she has the names of the speakers and the
evaluation team.

Ask the Master Host to announce program changes before calling the meeting to order.

Acknowledge the President’s introduction and recognize your audience, i.e “Fei asters and

Guests”

“Warm up” the audience. If the business meeting has run unusually Iorg,&%;t your remarks, and keep
the meeting running.

Introduce the Timer, Ballot Counter and Ah/Counter Gram have each explain his or her
duties.

o
Introduce the Table Topics Master. Have him/ X role &I e Topics.
<o

After Table Topics, call for the Votefor Best T opi c@ker, if the Table Topic Master did not
cal for the vote. @ N

heh th n*' gting is called back to order, accept the lectern from
du i portion of the meeting.
(o4

Announce a five-minute intermi
the Master Host, and procex

Present the speakersin turnxGive abri kground or make a comment about each speaker to help

prepare the audienc the speech. re announcing thetitle of the speech, call upon the speaker’s
evaluator to anno t eech objectives. Then announce the speech titles clearly. (See the first page

of your checkl @
After e@: for avote for the Best Speaker.

Introd e General Evaluator who will conduct the eval uation period.

When the general evaluation is complete, and if time permits, serve as “Quiz Master” by asking
guestions related to the events of the evening. This challenges members’ listening skills.

Present awards for Best Speaker, Best Table Topics Speaker and Best Evaluator to winners. If members
are present who have not had an opportunity to speak, invite them to help you present the awards.
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If desired, share aword of appreciation for those who have made the program successful.
Ask guests for their comments.

Return control of the meeting to the presiding officer.

&
Q) ¥
@Q
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WHEN YOU ARE GENERAL EVALUATOR

The Genera Evauator is an evaluator of anything and everything that takes
place throughout the meeting. You are responsible for the Evaluation Team,
which includes the Evauators, Timer, Ah Counter/Grammarian, and Ballot
Counters. As aleader, watch for opportunities for improvement.

The usual procedure is to have one Evaluator for each major speaker, but this is not nec You are free to

set up any procedure you wish, but each evaluation should be brief, yet complete. Method nducting the

evaluation sessions are limitless. Review the Effective Speech Evaluation manual for ig -.~®,

DAYSPRIOR TO THE MEETING: &
d

e Check with the Toastmaster to find out how the program will be conduct if’there are any planned
deviations from the usual meeting format. Remember, always be ready when'the meeting starts.

o Cadll dl of the evaluators to brief them on their job and to |nf whom they are evaluating and
what evaluation format you will be using. Suggest that each | his or her speaker to talk over
any special evauation requirements suggested |n the speech. During the briefing,
emphasize that evaluation is a positive, helping act. As tlous astmasters, their goal must be to
help fellow Toastmasters to develop their skills. E that | t of evaluating, the self-esteem

of the speaker should be preserved or at least

« Cadl the remaining members of the Eval e@ts of their assignments.

o Prepare abrief but thorough talk on pose, t Jes, and benefits of evaluation (for the benefit
of the guests). Emphasize that » S S, YO not critics. Criticism is negative; evaluation is a

positive experience designed t pI eov e weak habits and add power to good ones.

UPON ARRIVAL AT THE M G:

e Ensure that individual Eva rsh Speaker’s manual and understand the project objectives and
how to evd uate it.

Fo are present. If an Evaluator is not present, consult with the Educational Vice
ange for a substitute.

e« Sitn e back of the room to allow yourself full view of the meeting and its participants.
WHEN YOU ARE GENERAL EVALUATOR, CONTINUED
DURING THE MEETING:

e Take notes on everything that happens (or doesn’t but should). For example: Is the Club’s property
(trophies, banner, educational material, etc.) properly displayed? If not, why not? Were there
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unnecessary distractions that could have been avoided? Create a checklist from which you can follow
during the meeting. Did the meeting, and each segment of it, begin and end on time?

o Cover each participant on the program—from opening Pledge to the last report of the Timer. Look for
good and unacceptable examples of preparation, organization, delivery, enthusiasm, observation, and
general performance of duties. Remember, you are not to reevaluate the speakers, though you may wish
to add something that the Evaluator may have missed.

e Prior to the Table Topics, you will be asked to stand and brief the audience on youNle as Genera
Evaluator. Precisely describe what way and how you handle the function. o

o If the Toastmaster has failed to call for the vote for the Best Speaker, you \-’\w pefore individual
evaluations are given.

« When introduced to conduct the evaluation phase of the meeting, go to thelectern and introduce each
evauator. After each recitation, thank the Evaluator for his or her %’[s

e Identify the Ah Counter/Grammarian and ask for his rt.

g, US notes you took as suggested above.
ey positive, upbeat, helpful? Did they

e ldentify the Timer and ask for his or her report. § @

e Wrap up by giving your genera evaluation o
Y ou may wish to comment on the quality o
point the way to improvement?

RESOURCES.
Effective Speech Evaluation (Co@ ded i ﬂﬁ member kit

Chairman (200)
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THE GENERAL EVALUATOR’S CHECKLIST

Name: Date of Meeting:

DAYSBEFORE THE MEETING:

It is your duty to contact individual Evaluators and the Evaluation Team to make certain they are aware of their

assignments. Check with the assigned Toastmaster to ensure that hisher program part
attendance. Is there a Speaker for each Evaluator?

WHEN INTRODUCED:

[ Thank the Toastmaster for introduci ng you.

O Explain the method of evaluation being used. (There are many

<> k&ts will be in
RY

od methods. Check to see if the

evaluation method has been scheduled. If not, it is your choi oroughly understand the method
used.
QA
METHOD O EXPLANATION
&\w D

[ Introduce each Evauator. (i.e

\/\\/

Ja@/vill evaluate Toastmaster Jones who ddlivered

<

ya\ \
Evaluator: \\\/< e er:
Evaluator: {(\ 7 Speaker:
Evauator: @% Speaker:
Evad uator%\ @\/ Speaker:
4

D Askm ers to vote for Best Evaluator.

Ask Ballot Counters to collect ballots. Ask another member to collect and sort individual evaluation

d
forms.

0  Askfor Timer's Report.
d

Ask for Ah Counter/Grammarian Report.
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THE GENERAL EVALUATOR’S CHECKLIST, CONTINUED

O

Evaluate the meeting. Report on good and unacceptable examples of preparation, organization, delivery,
enthusiasm, observation, and genera performance of duties.

For your evaluation of the meeting, you should also use the sandwich technique. State something that went well,
an area for improvement, and a strength the club shared in the meeting overall. Until you become an
experienced Toastmaster, we suggest you pick one of the following areas and evaluate t eeting on the

criteria noted.

1. Quality of Evaluations

2. Preparation

o U
3. General%rréiw

Were the evaluations hel pful
to the speaker?

Did the audience benefit from
the remarks given by the
evauators?

Were the evaluations positive?

Did they build the esteem of
the speaker?

Were the evaluators
enthusiastic?

Did the evaluator share
valuableinsight?

Were the observations of the

evaluators of high qual ity@
Will the comments of

Prior to the start of the
meeting, were members
scrambling to get things
ready/done, or did they seem
well organized?

Were officers properly <>§
prepared to give their reports:

ani
eakers tha’hel ped the
dience understand the

message?

Did the speakers prepare for
their speeches? Could you tell
they had practiced?

Did the evaluators prepare
their remarks using the
sandwich technique?

<

Did the me%t& time?
Was the-Giub’s property
pro layed?

e any distractions

>&ougd§/e been avoided?

dthe ) ing remarks help
Set ne for the evening?

e guests greeted and

swarmly welcomed?

Weas length of business
appropriate for what needed to
be accomplished?

Did the break start and end on
time?

Were votes cdlled for at the
right time?

Did the speakers accomplish
their objectives?

Did each evaluator make a
specid effort to encourage the
speaker to begin work on the
next speech?

O

Return control of the meeting to the Toastmaster.
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THE ICE BREAKER

OBJECTIVES:

@ » To begin to speaking before an audience

e To help you understand what areas require particular emphasis in your

speaking development
e Tointroduce yoursdf to your fellow Club members \

e TIME: Four to six minutes :Sg
By now you’ve heard speeches by Club members and have probably parti cip@> Topics. Hereis your
t

opportunity to give your first prepared talk and “break the ice.” The best way to begitpyour speaking experience
isto talk about the subject closest to you — yourself. At the same time, yaii(will be introducing yourself to your
fellow Club members and giving them some understanding of yo round, your interests and your

ambitions
As you prepare and deliver your talk, you will become awar un| ion skills you already have and
areas that require some work. Y our fellow members will h der needs, as they see them.

As you read through this project, make notes in ‘\ ‘ he key phrases to help you quickly
review what is expected of you. Define the project objectives in own words. After you have read through

the entire project, you’re ready to prepare youiAirsitak. @

PREPARING YOUR TALK

The general subject of the talk is |
minutes. Select three or four i
understanding of you as an |nd
explain how you cameto bein your present

ation, or tell the audience something about your ambitions.

Should you prefer to ayoichautobiography, you might talk about your business, your hobbies, or anything that
relates to you as an i . Having complete knowledge about your subject will add greatly to your
confidence.

t&hlights of your talk in mind, weave them into a story, just as if you were telling it to
friends around| yotr dinner table. Share personal experiences of significance to you. The more persona you
make your tal e warmer the relationship will be between you and your audience.
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THE ICE BREAKER, CONTINUED

OPENING, BODY AND CONCLUSION

Like any good story, your talk needs a beginning and an ending. Try to create an interesting opening sentence
that captures the audience’s attention. Get it clearly fixed in your mind, and use it even if a better idea occurs to
you just before you speak. Then devise a good way to conclude, and fix that in your mind. With a good start and
agood finish, you can easily fill in the body of the speech.

In any speech, its best to select a few main points, three or four at the most, and exp by using
examples, stories, or anecdotes. If you merely state a fact and then continue, most of’ yo ce will miss
the point. You should make a point, say it again in different words, illustrate the paint; en state it once
morein order to be clearly understood. Thisisagood skill to learn with your fi al&

What about notes? If you think you will need them, write a brief speech outline on*8¥ X 5” index cards, which
you can place on the lectern. Refer to them only when you need them«Remember, you’re speaking — not

reading. Many speakers begin by writing out an entire speech, then breaki down into parts, with akey word
for each part, and finally just the keywords on one note card.

PREPARING YOURSELF © %

Now thetalk is ready, but are you ready to present it? Y.ou %&a nly ﬁ&o rehearse. Practice the talk until

talk{CSyice you aready know all about the

you are comfortable with it. You won’t need to »r’\
subject. v

O
Next, try the talk on someone in your fa friend, % Toastmaster coach/mentor. Then ask for
comments. You may get some helpful 0s. Try thisawith severa people if you can. If you have a tape
recorder, record the talk and people’s soList our talk carefully, making any improvements that
are necessary. Using a tape recorderi Sto improve your speaking ability.

Rather than thinking of this pr on as “
sharing information of interest. Do tici
the same feelings as you ing. They

a speech,” think of it as a tak before a group of friends
eing afraid of the audience. They have already been through
you to succeed, and they’re eager to help you.

Once you’ve cory pietedy r speech preparation...relax. Feeling a bit nervous is common to every speaker, no

ed. In fact, you can put this nervous energy to work for you by using it to add excitement

r talk. No one is going to pay attention to a little quivering in your voice, and it will soon

w: as you become involved with what you’re saying. (More information for controlling
dears on page 58 of the “Communication and Leadership Program” manual.)

disappear, an
NErvousness
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THE ICE BREAKER, CONTINUED

While being introduced, take a few deep breaths and slowly exhale. This will help your voice sound resonant
and natural. Begin by facing the Toastmaster and saying, “Mr. (or Madam) Toastmaster”; then face the
audience and say, “Ladies and gentlemen...” or “Guests and fellow Toastmasters...” Pause for a second to let
things settle down, and then plunge in with your prepared opening sentences.

for a few seconds, than looking at another, so no one feels left out of your talk. As you’re this, glance
periodically at the timer. If the red light comes on while you’re talking, move smoot%y t clusion and
finish quickly. Observe time limits whenever you speak.

Don’t worry about what you do with your hands. Leave them a your s sh You'll have
opportunities to practice “body language” later.

While speaking, make “eye contact” with various members of the audience, first looking dir% one person
g

One final word: Don’t end by saying “Thank you.” It’s the audience who should tharik you for the information
you’ve shared. Instead, just close with your prepared ending and wait forihe appl ause, or stand back from the

lectern and nod at the Toastmaster of the meeting, saying “Mr. (or M master”

YOUR EVALUATION %

After your talk, you will probably begin evaluating yourself %‘ it down. Y ou may think that you
left out some of the best parts. Everybody does that. 3 f on having delivered your first

speech, and write down the things you did well and
next time.

|mprove Try to avoid your mistakes

has been assigned to evauate your efforts.
ing t e sure this has been done.) Before the meeting
e may make notes on the evaluation page for this

gress. If there is something in particular you want the
i advance.

"v

To supplement your own evaluation, an ex

Get al the information yo ation. Ask other members for additional comments after the
meeting. All of these co ul for you, but you should consider them carefully. Remember
that the evaluations arg =<- s atlons of how you came across to the audience. They are usually — but not
aways— helpful to «@- f-devel opment. 1t’s up to you to judge.
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THE ICE BREAKER, CONTINUED

SPEAKER’SCHECKLIST:

Bring the “Communication and Leadership” manua to the meeting whenever you are scheduled to
speak.

Review your talk with your coach/mentor.

Discuss any special points with your evaluator before giving the talk.

Communication and Leadership Manua after you complete each proj
toward your Competent Toastmaster (CTM) certificate.

<
Have the Club’s Vice President of Education initial the Record of Assignments;fo
Q% will give you credit

Don’t be discouraged if your evaluator “missed the point.” uators have varying degrees of
experience in speaking, and evaluation is a “learn by doing” skill speaking is.

If you have not aready done so, review your basic “Comm .', and Leadership” manual. They are
very important for your understanding of how to get t t of thg Toastmasters program.

O
S

o
o)
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Evaluation Guide For “The Ice Breaker”

Title Evaluator Date

NOTE TO THE EVALUATOR : The purpose of this speech was for a new member to “ break the ice” — to
introduce himself/herself to the Club and get off to a good start in Toastmasters. The speech should have a clear
beginning, body and ending. The speaker has been advised to use notes, if necessary, and to forget body
language. Point the speaker toward methods of improvement, but don’t “pour it on.” Strive tQ-have the speaker
look forward to his’her next speech. Above al, be encouraging. Your evaluation should speaker feel
glad he/she joined Toastmasters and presented this speech. In addition to your oralev lease write
answers to the questions below.

What strong points does the speaker already have? &&
Did the audience get to know the speaker? How? :S@
o

Did the speech reflect adequate preparation?

Please coe%& speaker’s use of notes.

What one or two specific suggestions can you give to help the speaker improve? (Focus on showing the speaker
how he or she can make the greatest amount of improvement in his’her next speech.)

Your Mentor is
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NEW MEMBER MENTOR GUIDE

INTRODUCTION

Y ou have been assigned a mentor. The following will give you some information about the mentoring program.
For more information, feel free to contact the Mentor Coordinator or the VP of Education. We recommend that
you and your mentor set up an initial meeting away from the regular Toastmaster Meeting. Subsequent contact
can probably be done over the phone, viae-mail, or at the regular meeting.

MENTOR PROGRAM MISSION STATEMENT 0\@\

(Taken directly from materials by Jim Hughes, CTM)

A mentor is an experienced member who gui d advises another member.
The mentor’s objective is to support the tee (new member) in
accomplishing hig’her godls, developir@s/her talents and successfully

fulfilling his’/her club commitments. @
MOST COMMON RESPONSIBILITIESOF A MENTOR: %
e Answer or help find the answer to the new me nx=\ Qastmaster- € ed questions
« Explain the various duties on the agenda as ti :@ ber iégned them, especidly for thefirst
time
» Provide feedback on speeches @0

¢ Provide feedback on evaluations
g hi r@goals

« Offer encouragement
the cl ub, offer suggestions for growth, such as competing

o Help support the mentee i
e Oncethe mentee hasb

e Work with or to develop arelationship that can best meet your needs and the needs of the

RESPONSIBILITI ESO@%M ENTEE:
o Competethe V@ Questionnaire before your initial meeting with your mentor.
entor.
« B ar ore each new assignment, read the new member handbook ahead of time. Before each
speech,| readh the manual ahead of time.

e Cont ur mentor when you have questions.

e Let your mentor know how s/he is doing.

« Not al relationships work out. If you’d like to be assigned a new mentor, please contact the Mentor
Coordinator.
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NEW MEMBER MENTORING SURVEY

The information from this survey should be shared with your mentor. Please complete before your initial
meeting. Optional: if you feel comfortable, make a copy to share with the VP of Education.

Your Name

General

1. How did you hear about Toastmasters? o @7\

2. What motivated you to come to a Toastmaster meeting? &

3. What are your interests and hobbies? @
O\Q Sg

Speaking Experience @
4. Do you speak in front of groupsin yoyrjob-or volunt vgﬁ(? (E.g., speak in meetings, give sales
presentations, teach, etc.) If so, tell us it. §
(o4
5. Wereyouinvolvedin pu eaking i I?If so, tell us about it.

confi €S hot, nervous)?

6. How do yo§ §> speaking in front of agroup (e.g., exhilarated, terrified, sometimes

7. What do you think are your strengths in public speaking?

8. What do you think are your weaknesses in public speaking?
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Evaluation

9. Haveyou ever evaluated someone’s speaking ability (e.g. a speaking class, etc.)? If so, tell us about it.

©

10. Do you evaluate people in your job or volunteer work? If so, tell us ab&

11. If you evaluate people, what do you believe are your @r\h 2
f ?

12. If you evaluate people, what do you b&lieveare your

4/@@

<o
Toastmasters Goals

13. What is your gene@n joining Toastmasters? (E.g., Learn how to be more polished so that | can
talk in front of at meetings at work. Feel comfortable when I’m asked to present information
at meetin unteer organization. Get speaking experience so that | can become a professional
publi @mprwe my skillsasatrainer.)

14. What new qualities or speaking/evaluation skills would you like to gain? (E.g., Use flip charts well. Be
able to keep the audience’s attention. Be able to use humor in my presentations. Have vocal variety. Be
ableto project my voice.)
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15. What qualities/habits would you like to eliminate? (E.g., a squeaky voice. Saying, “Y ou know” al the

time. Ringing my hands.) \

16. Do you have atimeframe/deadline for when you would like to acq1§sy skits? If so, tell us about it.

(E.g., I’'m going to be a speaker at a convention next October. | h nal goal that 1’d

like to be a manager by the time I’m 35 and I’m 32 now. ) S

©©°

v.\ hod your mentor can work together.

Working with Your Mentor
Following are some questions to help
(o4

17. What type of help do yourcurrently thin you would like from a mentor?

18. Describe how @@ ke to work with amentor.

a | would prefer to be take the lead and ask my mentor for help when | need it. (Be aware that for the first
few megtings the mentor is encouraged to contact you.)
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b. I would prefer for my mentor to “check in” with me periodically to seeif | have any questions.

c. | would like my mentor to take theinitiative in the beginning and then when | become.comfortable with
Toastmasters/speaking | would like to contact him/her when | have questions. x
O\(EE]}Q

d. Other (Please describe) &&

o
19. Do you use e-mail? (Check to see if your mentor ds@). @what is your address?
<o

20. When is the best time to reach you on the ph(@ @@
©
&

%

e meeting (I.e., before the regular Toastmaster
aturday morning for coffee at arestaurant, etc.)?

22. How doyou b (exg., read about something, have someone tell you about something, watch
someone do try something out and then ask questions when you run into problems, a

combi natw@ about it.
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OUR CLUB ROSTER (IN FORMATION)
TELEPHONE NUMBERS AND EMAILSARE INCLUDED FOR CLUB BUSINESS USE ONLY~

PLEASE RESPECT FELLOW TOASTMASTERS AND DO NOT ADD MEMBERS ON ANY OTHER

NON-TOASTMASTERS RELATED MAILING LISTS OR SHARE WITH OTHERS.

Name | Telephone | E-mail Address | Status
L eadership o (N

Ken Bjorkquist (262) 549-0723 bjorkaui stkf @dsha.k12.wi.us ClulSponsor
Jim Kohli (262) 524-5349 (Day) | jim.kohli@ge.com >Cﬂ§ SOr

(262) 798-1477 (Eve)
Kathy Shine (414) 383-4777 klshine@yahoo.com Division

P Governor
Club Members
Bruce Bradshaw (262) 723-3748 mcbrad@direcway.coi /., | Club Mentor
Wendy Fleming (262) 245-6036 penpress@genevaoni Charter Member/
N « | Master Host

Jodi Grzeczka (262) 279-5092 zwss@genqx@om\q&f)mw@ Charter Member
Linda Kaplan (262) 642-4624 (Day | easttr or 'CO Charter Member/

(262) 642-4702 (Eve) < % ; ) & Treasurer

pay

Jane Ritacco (262) 741-2569 (Day)//jan |tacbd@aur&@2 org Charter Member

(262) 903-3670 (Eve

ZaN /A@
Denise Schultz (262) 723-52 enise genevaakes.com Charter Member/
w President/Club
@ @ Mentor
- .
Carolyn Sharpe (2?&53&9 csharpe@genevaonline.com Charter Member
Pegge Suhm (262)\325-7022 (Day) | pegge@pegge.com Charter Member
2) 728-5005
Y, e)
W\ @
(262) 642-5706 pat @patswan.com Charter Member/

ey

VP-Membership

Jean Venema

tulpen99@yahoo.com

Charter Member

Kristen Westlake

(262) 245-9113

Kristen@wiscons nphotos.com

Charter Member/
VP-Education

SuzanneWilliamson

(262) 642-2349

dswilliamson@unfranchise.com

Charter Member

Patty Y eager

pattypat @charterinternet.net

Charter Member
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