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1.  Choose and publicize a venue, time, and date to the potential contestants;  Area Contests should be listed on District Website as soon as your Division Governor approves.  Division contests may be posted directly as long as they don’t conflict with another division contest.
2. Choose Contest Chair (being CLUB contest chair qualifies for CL credit project  #10).
3. Choose a Chief Judge (being a CLUB chief judge qualifies for CL credit project #6) and contest officials.
OFFICIALS NEEDED AT CONTESTS

	Role
	# needed for Club
	# needed for Area
	# needed for Division or District

	Contest Chair
	1
	1
	1

	Chief Judge
	1
	1
	1

	Judge (a)
	5
	5*
	7**

	Tie Breaking Judge (b)
	1
	1
	1

	Timer
	2
	2
	2

	Ballot Counter (c)  
	3
	3
	3

	Sergeant at Arms
	1***
	1***
	1***

	Wrangler (d) (suggested)
	2
	2
	2
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All judges must be members in good standing;  at Area, Division or District levels they must have been members in good standing since July 1 of the previous year and have completed at least 6 Competent Communicator manual projects.

(b) The tie-breaking judge is chosen by and known only to the chief judge and is responsible only for breaking a tie.

(c) The Chief Judge can assist two ballot counters at the club or area level.
(d) This is my personal favorite and optional position – someone to be in charge of the contestants and another one for the officials, to make sure all paperwork is in order and everyone checked off – this person should have full lists of who’s expected.

*Five judges or equal representation from the clubs composing the area

**Seven judges or equal representation from the Areas composing the Division or District, and no judge shall be a member of a club represented by a contestant

***Or as many as are needed to make sure each door is protected from people coming in and out, and that contestants for Evaluation or Table Topics contest can be escorted to and from the waiting areas.

CLUB CONTEST VS. APPOINTMENT OF COMPETITOR

Clubs can have a contest or appoint someone to represent the club at the Area level.  If a contest is held, ONLY the people who competed in that contest, in the order of winning, can advance to the Area contest if the first place contestant is unavailable.  If none of those people are available, there is no representation at the Area contest.

If a club appoints a representative, there is no “second place” person – that one representative is the ONLY person able to advance to the Area.  A contest cannot then be held or a substitute appointed if the representative is unable to make the Area contest.

CONFIRM, CONFIRM, CONFIRM!  Make sure your contest officials are confirmed, make sure your competitors are confirmed,  and try to recruit more judges than you think you will need.  There is always someone who doesn’t show up!!!

Don’t forget to bring to the contest:

The previously completed speech eligibility and biographical information forms to give to the chief judge and interviewer
Extras of all forms for judges, counters, etc.
Extra copy of rule book

Paper for making signs, markers and tape for posting them  (“Contest in Progress – no admittance”, “Restrooms this way” “Toastmasters Contest this way” etc.)

Certificates for all participants and officials

Agendas

Copy of notification of contest winner from each contest chair of the previous contest – in case you need to determine the runner up if the first place winner doesn’t show up
Information on what clubs each contest official belongs to, as well as which clubs the first and second place contestants belong to in case you have to shuffle things around

NOTES:

SAMPLE OF LETTER TO BE SENT TO COMPETITORS

Dear Contestants and Alternates:

Please read the following information and reply to this email (ContestChair@XXX.com) to confirm your understanding and participation.  Please supply me with your cell phone number if you have one, in case there is any need to contact you at the last minute.

 

XYZ Contest will be on (Day), (Date) at (Location), hosted by (Name of club or venue).  The building is on the (directions or description) and can be reached by (public transportation or driving directions, parking information, etc.)

PLEASE be sure to bring your photo ID with you.  Your names are downstairs with security, but you still need ID.  If there are any problems, my cell phone is XXX-XXX-XXXX, and the contact number for XXX is XXX-XXX-XXXX.  Please allow ample time.  Their security system is slow, involves photos, etc.(or whatever you need to say)

 

You are expected to arrive at 6 to register, and the briefing for BOTH contests will start at 6:15.   

The International Speech contest is scheduled to start at 6:30, and the Evaluation Contest I hope around 7:30 - however, I expect all contestants to arrive for their 6:15 briefing regardless of which contest they are participating in.  
 

If you think you might miss your briefing and the drawing of lots for speaking position (6:15), please contact your alternate and have them draw position and attend the briefing for you. If you are still not present when I call the contest to order, your alternate will automatically advance to speaking in your stead.

If you require any props, tables, flip charts, lectern, electrical outlets, extension cords, etc., please let me know when you confirm your attendance by responding to this email.  I do not believe there will be any electronic backup available for power point or microphones.   If you make no request, the speaking area will be a bare expanse in front of the first row of seats.  (Obviously adjust this paragraph as needed).
 

Other reminders:

1) No one can take photographs during the contest.  If you want pictures, get them before or after.  Feel free to have a camera of your own or a friend bring one.

2) If you wish to have someone video your speech, please make those arrangements privately, and do NOT video any other portion of the contest without express written permission.  Your camera or equipment cannot interfere with the arrangement of the room or sight lines of the judges.

3) You may not wear a badge, or include in your speech, anything that identifies your club or your educational level (CC, ATM, DTM, etc.), how long you've been in Toastmasters, or anything similar.   Do not tell anyone prior to your contest either your club or your level - if someone asks, just say politely:  "I'm a competitor, and can't answer that right now.   I'll be glad to talk to you afterwards."

Please feel free to contact me with any concerns or questions you might have.  Don't wait until the night of the contest!  Better to have your questions answered so that you can relax.

       

and most of all....   HAVE FUN!
AGENDA AND CERTIFICATE  DO’S AND DON’TS

Each contest is a separate contest – with specific contest chair, chief judge, and clear start and stop.

If two clubs or two areas are having their contests at the same event, then each contest has to be clearly separate, and treated on the agenda as a separate contest.  Note that contestants’ eligibility is dependent on their being present before their contest begins.
Do list the club name and number, or Area or Division. 

Do put the date and the name of the contest(s) and the venue;   and at the bottom, if possible, list the information about the succeeding contests (Area, Division, District) if known.
Do list the competitors in alphabetical order without educational or club designations
It is optional whether you list ballot counters, timers and sergeant at arms on the agenda (suggest you don’t because they usually change at the last minute!) but NEVER list the judges.

Don’t put the words “Toastmasters” or “Toastmasters International” or the Toastmasters logos on your certificates or trophies unless you have purchased them from Toastmasters International.  You can put them on your agenda if you choose.  You are encouraged to use the District logo (“Believe it, Achieve it” this year) on your certificates.
Certificates should be provided for all contestants – 1st, 2nd and (if appropriate) 3rd place certificates for the winners, and Certificates of Participation for the other contestants.

Certificates of Appreciation should be provided for all officials.  Although Toastmasters International recommends that judges never be acknowledged even at the end of a contest, our District has a tradition of thanking and acknowledging the judges at all levels from the Club to the District at the conclusion of the contest by presenting certificates – EXCEPT to the tie breaking judge who does remain anonymous.

SAMPLE AGENDA FOR ONE HOUR CLUB MEETING

XYZ Toastmasters

Int’l Speech Contest

12:10 Welcome from President…………………………………… XXX
12:15 Simultaneously 

Briefing of Contestants by Contest Chair   

Briefing of  Judges, Ballot Counters, Sergeant-at-Arms and Timers by chief judge
Table Topics for those left in the room by Table Topics Master 
12:25  Introduction of Contest Chair 
Introduction of Chief Judge ………………… 

Chief Judge Reads the Rules

12:35 Introduction of Contestants (listed alphabetically – order to be determined by lots)

Contestant A

Contestant B

Contestant C
1:05
Interview of Contestants …………………………….XYZ  (while ballots being counted)
1:10  Announcement of Winners………………………………….Contest Chair
1:15   Closing Remarks………………………………………… ..Club President
BRIEFING NOTES:  Contestants by Contest Chair, others by Chief Judge

a. Brief Contestants:

i. Review eligibility

ii. Make sure you have names and speech titles correct and pronunciation correct

iii. Make sure you know if any props, tables etc. are needed
iv. Review the timing, location of the timers and what mechanism will be used

v. Give contestants time to check out sound equipment if they wish

vi. Remind them to make definitive beginning and endings

vii. Review how they will be introduced

viii. Review for Evaluation contestants, how they will be fetched,where they will wait (front of room? Back by door?) etc.

ix. Draw lots for speaking position

b. Brief Judges

i. Review Judges code of ethics

ii. Review eligibility – 6 speeches given, member in good standing, not member of same club as any contestants.
iii. Have judges sign ballots immediately

iv. Review judging form

v. Remind not to consider timing, previous exposure to speech or contestant

vi. Suggest folding ballots if you wish
c. Brief Ballot Counters

i. After two minutes of silence at the end stand and begin to collect ballots

ii. Hold up number of fingers for the ballots you have so the chief judge can count and make sure all are collected and accounted for
iii. Leave room with Chief Judge when all ballots have been collected

iv. Complete the Ballot Counter form –

1. Check that all ballots are validly completed:

a. signed  and with names of judge clearly legible
b. have indicated 1st, 2nd and 3rd place winners

c. have names of winners accurately spelled

After eliminating any invalid ballots, one ballot counter reads the names and ranking,  the other one completes the form.  Then swap to double check.  Total bottom and also cross foot result.

d.  Brief the Sergeant at Arms

i. Make sure they know what doors have to be guarded and that if signage is needed that signs are put up

ii. Review where evaluation contestants are being put and whether room is comfortable and prepared

iii. Review who is going to escort contestants, how they will time the 5 minutes allowed when all contestants have reached the room, and who will connect with the contest chair to bring contestants in.

e.  Brief the timers

i. Make sure the timers know what devises are being used and how to use them

ii. Decide which one will use stopwatch PLUS hold up the cards or turn on the light, and which one will do the stopwatch only.

iii. Give both of them timing sheets to complete.

iv. Hand timing sheets folded to chief judge at end of each contest.

v. If timing mechanism malfunctions, speaker gets 30 seconds extra.

SAMPLE SCRIPT FOR CONTEST CHAIR

WELCOME

(Remind audience to turn off Cell phones, and that there is no photography during the contests) 

Begin by welcoming your audience and thanking your host club or corporation if appropriate. 
Our first contest tonight is the International speech contest.  This is a tradition in Toastmasters where thousands of Toastmasters compete for the coveted title of “World Champion of Public Speaking” which is decided at the International Convention in August.  The competition begins with the club contests, and winners compete upward through the area, division, district, and international levels.

There are three reasons to hold this contest:  (REASONS ARE CITED IN CONTEST RULE BOOK FOR EACH CONTEST so change as needed)
To provide an opportunity for proficient speakers and those Toastmasters who are interested in competitive speaking to gain contest experience 

· To provide an interesting educational program for Toastmasters and the general public.  This program can create a community awareness of the opportunities in the toastmasters program. 

· To provide an opportunity to those Toastmasters who are not participating in the contest to learn by observing proficient speakers

This contest will be conducted using the rules set forth by Toastmasters International governing all contests.    To tell us those rules, let me introduce our Chief Judge, ….

(Introduce chief judge- SEE CHIEF JUDGE SAMPLE SCRIPT BELOW.  Listen to the Chief Judge’s remarks, because sometimes the chief judge leaves something out or doesn’t follow a full script.  Make sure Judge mentions grounds for Protests, and all other pertinent rules.  If not, fill in the missing information after Chief Judge turns podium back over.)

The sergeant at arms has been instructed to prevent anyone from entering or leaving the room when a contestant is speaking.  If you must move about or leave, you can do so during the one minute of silence following each contestant’s speech while the judges are marking their ballots.  Please be respectful of the judges and maintain silence during that time, however.

The format of the contest will be as follows.  (FOR TABLE TOPICS OR EVALUATION, BE SPECIFIC IN THE RULES OF WHEN CONTESTANTS WILL ENTER AND LEAVE)

I will then call up contestant #1, and you may applaud while he or she comes forward and shakes my hand.  I will say the contestant’s name, speech title, speech title and say the contestant’s name again.  (ALTER AS NEEDED FOR TABLE TOPICS OR EVALUATION) I will then once again shake the contestant’s hand, and withdraw.  (IF TABLE TOPICS OR EVALUATION, ADD:   At the conclusion of their speech, the contestants may remain in the room for the duration of the contest.)

The speaking area for this evening will be (indicate the speaking Area).  If the chief judge hasn’t so indicated, remind everyone that a contestant who goes outside the speaking area is not disqualified but the judges may take that into consideration in their scoring.

The SPEAKING ORDER which was determined by drawing lots is:

 ( Say the speaking order slowly and clearly.)

Do any judges need me to repeat that order?  (if requested, go through it again)

 (If chief Judge hasn’t urged the contestants to be definite in their ending (like reaching out to shake hands and saying “Contest Chair” -  I usually remind them of that at this point, just as a courtesy since that stops their timing definitively.)

First Contestant – Jane Smith…(allow time for the contestant to come up on stage and shake your hand.  When applause ceases continue
 Jane Smith “SPEECH TITLE”, “SPEECH TITLE” Jane Smith 

Shake hands and leave the stage.  Don’t add any additional words of greeting or smiles or indications that might be considered preferential one to another.  For Table Topics, be sure you are READING the question, with exactly the same pacing and inflection EACH TIME for EACH contestant, that you are standing on the same side of each contestant, and in every way being identical in your behavior to each one).
At the conclusion of the speech, shake the contestant’s hand, take back the stage, and ask for one minute on the clock for the judges to mark their ballots.  Remind the audience to be silent during this minute.   At the end of the minute ask 
Does any judge need more time?  
(if so, ask for another 30 seconds or a minute, then ask again.  When no judge needs more time, bring up contestant #2.  Repeat until all contestants have spoken.  At the conclusion, the judges are given TWO minutes on the clock to mark and tally their ballots.  Although the Chief Judge should have reviewed this during the briefing, I always like to say:

When the judges have finished marking your ballots, be sure to sign your ballot, make sure you have indicated first, second and third place CLEARLY, tear off the bottom and hold it up for the ballot counters to collect.  

Check with the chief judge that all ballots have been collected.  She should have a count of how many judges there are, and therefore know when they’ve been collected.  Then ask for applause for all of the contestants.
Applause for all contestants

While the ballot counters are counting,

INTERVIEW OF CONTESTANTS and HANDING OUT CERTIFICATES OF PARTICIPATION TO ALL CONTESTANTS BY THE INTERVIEWER.  NOTE:  If you are running two contests in the same evening, and you have people competing in both contests, you CANNOT interview after the first contest – use time for break or announcements.

The interviewer will then hand it back to you, 

Thank all contest helpers – Distribute certificates of appreciation to all helper, plus to the host club.

Then you’ll hand control to the Club President or host for other announcements, and then it will come back to you.  

Announcement of winners and distribution of trophies.

Photos of winners
SAMPLE SCRIPT FOR CHIEF JUDGE
Thank you, Contest chair.

All contestants have signed a form declaring that they are eligible to compete in this contest, which means they are a Toastmaster with a current membership in good standing in a Club in good standing, as defined by Toastmasters International, and that they have maintained that status through this contest process.  They have also verified that they did not compete in more than one Area contest, and are not currently International or District officers or directors, nor will they be presenting an educational session at the upcoming Spring Conference, nor have they announced a candidacy for a District office for the term beginning July 2011.  If any contestant has any concerns about their eligibility hearing again these rules, now would be the moment to speak up so that we can get that straightened out before the contest begins.

All judges and officials helping with this contest are also Toastmasters in good standing, and have agreed to follow the guidelines for their respective positions.  Judges have confirmed that they have completed at least 6 competent communicator manual speeches, and are not nor have been  contestants in this contest at any level this season.   Judges will be judging the speeches based on a series of defined criteria each carrying point values so judging is in many ways objective and not just an emotional response to the speeches being given.  

The competitors will be introduced simply by the name, title of speech, title of speech or name.  You will notice that nowhere on your agenda or in the introduction will you be told the Toastmaster’s educational designation  or the club they are representing.  That's because tonight's speeches will be judged exclusively on the presentation that is made tonight in this room - with no weight given to the experience or prior performance of a competitor.

The subject for the speeches has been chosen by the contestant and should avoid any potentially objectionable language, anecdotes or material.  Any quoted material must be properly attributed in the body of the speech.  The judges will take these factors into consideration in their scoring.

Protests can be lodged by the Contest Chair on the basis of eligibility or by the Judges or Contestants on the basis of eligibility or originality.  If a judge or contestant wishes to lodge a protest they should do so with the Contest Chair or chief judge while the ballots are being counted during the break following each contest.  Once the decision of the judges is announced it is final unless the Contest Chair has made an error in reading the announcement (in which case a ballot counter or I might leap up and correct the contest chair), or it is later determined that the contestant was ineligible to compete.  Because there are only 4 contestants in each contest, only the runner up and winner will be announced.  (IF YOU HAVE 5 OR MORE COMPETITORS  YOU ANNOUNCED THE 3RD, 2ND AND 1ST PLACE WINNERS – UNLESS ONE OF THEM HAS BEEN DISQUALIFIED BY TIME OR OTHERWISE IN WHICH CASE ANNOUNCING THE 3RD PLACE MIGHT JEOPARDIZE THE CONFIDENTIALITY OF THE DISQUALIFIED PERSON)  If there is a timing disqualification, which I'll explain in a moment, the contest chair will merely state that there has been a disqualification, but will not reveal the name of the contestant.  No other disqualifications will be announced. 

The speeches will be 5-7 minutes in length.  Each speaker must speak for 4:30 and no longer than 7:30, or they will be disqualified.  The timers are sitting _________, and the chief timer will display the green card at 5 minutes, and keep it displayed until the yellow card replaces it at 6 minutes.  That in turn will be displayed until the red card comes up at 7 minutes. The red card will remain displayed until the competitor concludes his or her speech.  Timing will begin at the first word or definite gesture given by the contestant, so for our guests understand that the competitor is not being rude if they silently shake the contest chair's hand, get themselves settled, and only then say "thank you" or however else they wish to begin their speech.  I strongly urge the contestants to make a definite ending to their speech by reaching out to the contest chair so that the timers know exactly when you are ending.

The speaking area and order of speaking will be defined by your Contest Chair at the conclusion of my briefing.  Speakers who stray outside of the speaking area will not be disqualified but the judges are free to take that into consideration in their judging scoring.

The room shall be secured by the Sergeant At Arms, and no one shall be permitted to enter or leave while a speech is in progress.  If you must go in or out, please wait until the minute of silence which will follow each speech in order to give the judges time to mark their ballots.  Cell phones should be turned off,   photography is forbidden during the contest.

Do any of the contestants have any questions about the rules I have just gone over?  Any officials have any questions?  Are there any important points or rules that I have forgotten to convey?

Contest Chair. (Turns the contest back to the chair)

 ---------------------------------------------------------------------------------
(If  holding both contests on the same night, you can shorten the instructions as indicated below.  Otherwise you’d do the whole thing.)
EVALUATION CONTEST CHIEF JUDGE’S SCRIPT IF SECOND CONTEST IN SAME EVENING
Thank you Contest Chair.  The rules cited for the International Speech Contest as stated earlier apply to this contest with the exception that there is no minimum speech requirement for the competitors.
All contestants will remain in the room while the Test Speaker presents a 5-7 minute speech.  During the speech the contestants are welcome to take whatever notes in whatever form they wish.  At the conclusion of the speech, the contestants will be escorted out to another location by the Sergeant at Arms and given 5 minutes to compose their evaluation.    At the end of five minutes, the Sergeant at arms will collect all notes from the contestants (WHO NEED TO BE SURE TO PUT THEIR NAMES AT THE TOP OF THEIR NOTES), and will escort the first contestant into the room, handing back their notes.  

The speeches will be 2-3 minutes in length.  Each speaker must speak for 1:30 and no longer than 3:30, or they will be disqualified.    The timers are sitting _________, and the chief timer will display the green card at 2 minutes, and keep it displayed until the yellow card replaces it at 2:30 minutes, that in turn will be displayed until the red card comes up at 3 minutes. The red card will remain displayed until the competitor concludes his or her speech.  Timing will begin at the first word or definite gesture given by the contestant.

The competitors will be introduced simply by the name, and their name repeated.   

The room shall be secured by the Sergeant At Arms, and no one shall be permitted to enter or leave while a speech is in progress.  If you must go in or out, please wait until the minute of silence which will follow each speech in order to give the judges time to mark their ballots.  Cell phones should be turned off, and flash photography is not allowed during the speeches.

Do any of the contestants have any questions about the rules I have just gone over?  Any officials have any questions?  Are there any important points or rules that I have forgotten to convey?

Contest Chair.
NOTIFICATION OF CONTEST WINNER or CLUB REPRESENTATIVE

Immediately following a speech contest, it is the responsibility of the contest chair to complete this form and send it to the contest chair of the next level. 

INFORMATION ABOUT THIS CONTEST:   (Fill in letter or number of Club,  Area , or Division):

Club #__________  
 Area #______   
Division Letter______    

Contest Date: __________________     Or Club Representative appointed date:_____________
Contest Name (Circle one)              Humorous Speech    Table Topics





        Speech Evaluation     International Speech

WINNER/ or Representative (for Club level only):

Name ________________________________​​​____________________________________

Representing:     Club Name _____________________________ Club Number __________

Other Clubs you belong to:_____________________________________________________

Winner’s Address  ___________________________________________________________

                                 ___________________________________________________________

Daytime Phone ____________  Evening Phone ______________ Cell Phone_____________

Email Address  _______________________________________

ALTERNATE:

Name ________________________________​​​____________________________________

Representing:     Club Name _____________________________ Club Number __________

Other clubs you belong to:_____________________________________________________

Alternate’s Address  __________________________________________________________

                                    __________________________________________________________

Daytime Phone ____________  Evening Phone ______________ Cell Phone_____________

Email Address  _______________________________________

Submission of this information is certification that the winner and alternate are qualified for participation in the next level speech contest by meeting the eligibility requirements set forth in the Speech Contest Rules for this contest.

Submitted by:   ________________________________  Contest Chair

     Contact Information for Contest Chair:  Phone:_______________ Email:_________________
1

