

Contest Support Team

	Role
	Name & Club
	Address & Phone
	Email

	Contest Chair


	
	
	

	Chief Judge


	
	
	

	Toastmaster


	
	
	

	Judge #1


	
	
	

	Judge #2


	
	
	

	Judge #3


	
	
	

	Judge #4


	
	
	

	Judge #5


	
	
	

	Judge #6


	
	
	

	Judge #7


	
	
	

	Tiebreaker Judge


	
	
	

	Sergeant at Arms (How many do you need?)


	
	
	

	Ballot Counters (3)

1.

2.

3.


	
	
	

	Timers (2)

1.

2.
	
	
	

	Test Speaker (for Evaluation Contest Only)
	
	
	


 Sample Email to Solicit Potential Judges and Contest Officials   

Dear

       Will you support the ______________ Contest by being a Contest Judge or other Contest Official?  The ________________ Contests will be held on ____________ (day of the week), ___________ (date), at the _________________ (place) located at ________________ (address) in ________________ (city). The Contest Judges and Officials Briefing will be held at ___________ (time) in the __________ (location) and the contest will begin at _____________ (time).  

         To serve as a contest official you must be a member in good standing of a club in good standing at Toastmasters International.  Judges for the International Speech competition should have completed six speech projects in the Communication and Leadership manual.  To ensure a fair, objective contest we want to have different judges at each level of competition.  In order words, we do not want to have the same judges judging the same contestants at multiple levels of competition.  So please take time to answer the following questions if you are willing to serve as a judge or other contest official.  THANK YOU for your support of this contest!!!!

1. Give your name, Toastmaster educational level, club number and club name, your address, and phone number.

2. If you are not yet a CTM, how many speeches from the Communication and Leadership manual have you completed?

3. If you qualify to judge, would you be willing to serve as a Judge?  

4. Would you be willing to serve as any contest official?

5. Have you attended a contest judges training session?

6. Have you judged this contest season?  If yes, at which contests?

7. Is one of your club members a contestant in the ___________ contest?  (The contestants are listed below.)

8. By looking at the list of contestants, do you carry any positive or negative biases toward any of the contestants that would disqualify you as a judge?  

 (List of contestants with Name, Division, Area, and Club Number.)

     Thank you for your support of an objective, organized contest!  

Best regards,

(Name and Contact Information for Chief Judge and Contest Chair)

JUDGES BRIEFING

1. The primary purpose of a judge is to pick a winner.

2. Judging is to be done according to the criteria on the form.

3. The following reminders will help ensure fairness.

· Age, sex, race, creed, national origin or professional beliefs are not to be considered

· How well a speaker has done or could do is not to be considered

· The first or last speaker is not to be judged differently than those in the middle

· Do not give a break to the “Underdog”, (i.e. new Toastmaster or handicapped Toastmaster)

· Do not give extra Credit to a speaker because they have successfully competed in contests before

· Do not judge contestants on your club norms, (i.e. Whether or not they use the lectern etc.)

· Please leave your personal preferences, (i.e. when or whether they recognize the Toastmaster etc.) at home

· Do not take time into consideration, it is not your purview 

· No ties, make a decision as to who is firs, second, and third

4.  Sign your ballots now.  All unsigned ballots will be discarded

5. Protests:

· Originality and eligibility only

Originality means that quoted material may be used but it must be identified and it must not comprise the major portion of the speech
· Only contestants and judges may protest

· Protests must be decided prior to the announcement of winners

· A majority of judges must concur if the protest is on originality

6. Please familiarize yourselves with the judging ballots

7. You are not to reveal ranking or scores

8. Refrain from public criticism of the contest

9. Ballots are to be destroyed after the contest

Thanks for your help in making this contest a success.

Prepared by Edna Robbins, DTM

Contest Chair Responsibilities

Advance Preparation

· Determine who the contestants are for each contest (find out who is attending the contest, and if the 1st place winner is not attending, contact the alternate and verify s/he is attending and will compete)

· Check on contestants' eligibility with TI

· Prepare the agenda for each contest

· Certificates of Participation for all contest speakers

· Trophies for winners

· Appoint multiple Contest Sgt. at Arms (How many doors are there in the contest room? Have 1 SAA for each door.  Have another SAA for attaching the microphone to each speaker. Have another SAA for determining contestants’ props and for positioning them.)

· Contest materials:

· Speaker's Certificate of Eligibility and Originality

· Time Record Sheet and Instruction for Timers

· Judge's Guide and Ballot

· Counter's Tally Sheet

· Tie-Breaking Judge's Ballot

· Biographical Information sheet

· Notify the officials of the time and place of contest and pre-contest briefings

· Notify the contestants of the time and place of the contest and pre-contest briefings 2-6 weeks before the contest.  Mail an information packet to each contestant at this time:

1. Speech Contest rules

2. Biographical Information sheet

3. Speaker's Certification of Eligibility and Originality
Pre-Contest Briefing

The Contest Toastmaster should be present when the Contest Chair briefs the contestants.  This way the Toastmaster knows the speaking order, pronunciation of names, and the titles of speeches.

· Verify the presence of all contestants and pronunciation of their names

· Draw for speaking positions (It is helpful to coordinate with the Chief Judge and give him/her the speaking order to pass on to the Judges).

· Review speech contest rules with speakers

· Acquaint contestants with exact speaking area and location of timing lights

· Brief the Sergeant at Arms (Table Topics and Evaluation Contests) on her/his duties

After the Contest

Secure the name, address, & phone number of the winner and 2nd place winner on the Notification of Contest Winners form. Give this information to the contest chair of the next contest level.

Order of Speech Contestants

1. Name:




  Speech Title:


2. Name:




  Speech Title:


3. Name:




  Speech Title:

4. Name:




  Speech Title:


5. Name:




  Speech Title:


6. Name:




  Speech Title:

Contestants Briefing

(Have the Toastmaster, Sergeant at Arms & Timers present during the briefing.)

· Draw for order of contestants.

· Be sure that you have a SIGNED Certificate of Eligibility and Originality for each contestant and a completed Biographical data form on each.  

· Discuss the Originality rules with the contestants.  

· Indicate to the contestants where the timing device is located.  Introduce the timers to the contestants.  Have the timers review the timing procedures with the contestants.  

· Tell each contestant if they will have a microphone to use, and if yes, whether it is a wireless microphone.  Let them practice with the microphone.  Tell them where and when they will be “miked” by the Sergeant at Arms.  

· Ask each contestant if they have props for their speeches.  If yes, have them give these props to the Sergeant at Arms and have the Sergeant at Arms place these props on stage during the minute of silence between contestants.

· Tell the contestants where they should be when you introduce them.  Have each contestant begin from the same position.  This lets the Toastmaster know that the contestant is present and ready to begin. 

· Tell the contestants how they will be introduced – by name, speech title, speech title and name.

· Give the contestants the order of the contests and verify their speaking order, how to pronounce their names and the titles of their speeches.
Order of Contestants for Evaluation

1. Name:




  

2. Name:




  


3. Name:




  

4. Name:




  

5. Name:




  


6. Name:




  

Contestants Briefing

(Have the Toastmaster, Sergeant at Arms & Timers present during the briefing.)

· Draw for order of contestants.

· Be sure that you have a SIGNED Certificate of Eligibility for each contestant and a completed Biographical data form on each.  

· Indicate to the contestants where the timing device is located.  Introduce the timers to the contestants.  Have the timers review the timing procedures with the contestants.  

· Tell each contestant if they will have a microphone to use, and if yes, whether it is a wireless microphone.  Let them practice with the microphone.  Tell them where and when they will be “miked” by the Sergeant at Arms.  

· For the Evaluation competition, have a separate room with tables and chairs for the contestants to write their evaluations for 5 minutes.  Tell the Sergeant at Arms to begin timing the 5 minutes after the Evaluation contestants are seated.  Tell the timers to signal the Toastmaster at 6 minutes due to this.     

· Tell the contestants where they should be when you introduce them.  Have each contestant begin from the same position.  This lets the Toastmaster know that the contestant is present and ready to begin. 

· Tell the contestants how they will be introduced – by name, speech title, speech title and name.

· Give the contestants the order of the contests and verify their speaking order, how to pronounce their names and the titles of their speeches.
Numbers to use in drawing for speaking order for Humorous Speech and International Speech Contests

	Speaker #1:

Title:


	Speaker #2:

Title:



	Speaker #3:

Title:


	Speaker #4:

Title:



	Speaker #5:

Title:


	Speaker #6:

Title:



	Speaker #7:

Title:


	Speaker #8:

Title:



	Speaker #9:

Title:


	Speaker #10:

Title:




Numbers to use in drawing for speaking order for 

Evaluation Contest

	Evaluation Speaker #1:


	Evaluation Speaker #2:



	Evaluation Speaker #3:


	Evaluation Speaker #4:



	Evaluation Speaker #5:


	Evaluation Speaker #6:



	Evaluation Speaker #7:


	Evaluation Speaker #8:



	Evaluation Speaker #9:


	Evaluation Speaker #10:




Numbers to use in drawing for speaking order for 

Table Topics Contest

	Table Topic Speaker #1:


	Table Topics Speaker #2:



	Table Topic Speaker #3:


	Table Topics Speaker #4:



	Table Topics Speaker #5:


	Table Topics Speaker #6:



	Table Topics Speaker #7:


	Table Topics Speaker #8:



	Table Topics Speaker #9:


	Table Topics Speaker #10:




