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Check that the Chairman’s folder contains:
· Evaluation Speech Contest Rules







· List of Evaluation Contestants







· Numbered cards for drawing speaking order






· Contestants Certificate of Eligibility and Originality completed



· Contestants Biographical forms completed





· Participation Certificates for all contestants






· Chairman’s run sheet









· Test Speaker Biographical and name:






Briefing of Contestants
(1)
Introduce yourself to the contestants and help them relax.

(2)
Verify that all contestants are present and check the pronunciation of their names

(3)
Draw speaking order with all contestants present. (Note this order for your reference)

(4)
Inform contestants of contest procedure:-

· All contestants remain in the room whilst the Test Speech is presented

· All contestants are taken to the “quiet room” where they will have 5 minutes to write notes.  These notes are then collected by the Sergeant-at-Arms

· When the contestants name is announced by the contest chairman, the contestant will be taken to the conference room and given their notes by another Sgt-at-Arms

· The contestant will move to the speaking area and present their 2 to 3 minutes evaluation speech. – Ensure you advise the speaker of the NEW introduction and that the correct acknowledgement is  “Contest Chairman”
· Give times for speech: Green light at 2 minutes, Amber light at 2 minutes 30 seconds and Red light at 3 minutes.  Disqualification will occur if contestants speak  for less than 1 min 30 secs and more than 3 mins 30 secs

· Request they remove any identifying badges

· Indicate the speaking area to contestants and the equipment available

· Ascertain any contestant requirements for the Sergeant-at-Arms (i.e. do they want  to use the lectern/microphone or not).

· Make sure they know where the lights are positioned

· Ask if any contestant wishes to go to the speaking area and test the microphone, stage, position of lights etc and wish them good luck.

Give the Sergeant-at-Arms instructions for any requests by contestants.

DURING THE CONTEST

ADDRESS THE AUDIENCE
“Ladies and Gentlemen, the purpose of the Evaluation Speech Contest is to encourage development of evaluation skills and to provide an opportunity to learn by observing the more proficient evaluators who have benefited from their toastmasters training.

To be eligible to compete at any level of the Evaluation Speech Contest, an individual must be a member of good standing in a club of good standing. 

The timing for the evaluation speech is 2  to 3 minutes 

Green – 2 minutes     which will remain on for 30 seconds.  Amber – 2 minutes 30 seconds     which will remain on for 30 seconds.  Red – 3 minutes.  Red light stays on until the speaker has finished and left the stage.  Timing ceases at the contestants last word.  A speaker will be disqualified if he/she speak for less than 1 minute 30 seconds and longer than 3 minutes 30 seconds
If you haven’t already done so, would you please turn off all mobile phones.  Once the contest begins, no one will be allowed to re-enter the room.

“The Speaking order as drawn by the contestants is as follows”:-
[Read slowly so the judges can write the names on their ballot sheets]

[Refer to contestants as 1st, 2nd 3rd etc. DO NOT refer to contestants as number 1, number 2 etc]

First Speaker            ................................................................................

Second Speaker       ................................................................................

Third Speaker           ................................................................................

Fourth Speaker         ................................................................................

Fifth Speaker            ...............................................................................

Sixth Speaker            ...............................................................................
“There will be a 1 minute silence between contestants for the judges to mark their ballot”.  
INTRODUCE THE TEST SPEAKER & SPEECH TITLE:

“Ladies and gentlemen, our Test Speaker for the Evaluation Contest will be delivering a speech in a time frame of five to seven minutes. 

Green – 5 minutes     Amber – 6 minutes     Red – 7 minutes.  Red light stays on until the speaker has finished and left the stage.  Timing ceases at the speaker’s last word.
The test speaker approaches the lecturn

Ladies and Gentlemen, would you please welcome our Test Speaker (..............................)with a speech entitled .................................................................................................” without pausing speech title ……………………………………………………. Speaker’s name
Lead the applause
{When the Test Speaker as finished, lead audience applause  - ask Would the Sergeant-at-Arms please get the time for the Test Speech from the timers.  Announce time of speech then say   The evaluation contestants now have 5 minutes to prepare their presentation so would the Sergeant-at-Arms please escort the evaluation contestants to the room allocated for their note taking.
[You have 5 minutes to fill in whilst the contestants write their notes so reintroduce the Test Speaker, interview the Test speaker and present his/her ‘Certificate of Appreciation’]

Allow me to reintroduce (....…………………........................)(TEST SPEAKER)

Keep your eye on the Sergeant-at-Arms as to when the contestants are ready.

INTRODUCE THE SPEAKERS:
”Ladies and gentlemen, please welcome our 1st Contestant ............................…….……………………….”

[Lead the audience applause]

[When the speaker is ready – state [contestant’s name]...................…………………………………………

Wait until you are recognised and then retire to your chair.

Ladies and gentlemen, please welcome our 2ndt Contestant

.....................................………………………………………………….
Ladies and gentlemen, please welcome our 3rdt Contestant

......................................………………………………………….
Ladies and gentlemen, please welcome our 4th Contestant

......................................…………………………………………
Ladies and gentlemen, please welcome our 5th Contestant

......................................…………………………………………
Ladies and gentlemen, please welcome our 6tht Contestant

......................................…………………………………………
[When the speaker has finished, lead the applause and ask for a moment’s silence]

[Keep an eye on the Chief Judge who will indicate to you when all the judges have finished marking their ballot papers]

When all speakers have finished and judges have finished marking ballots, I would now ask the tally counters to collect the judges ballot sheets and retire to tally the ballots.  Note: The Chief Judge will collect the Timers Sheets.

Ask the Judges to retire for their debriefing

The Judges may now retire for their debriefing thankyou.
INTERVIEW CONTESTANTS
[Reintroduce the contestants, interview contestants using questions from their biograph. Information sheet and present their certificate of participation]

Whilst we are waiting for the Judges to return, it is my pleasure to reintroduce the Contestants one at a time and present them with their ‘Certificate of Participation’
Thank the Contestants with a round of applause as they take their seats and hand control back to the Conference Chairman.
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