CONTEST CHAIR BRIEFING

(CONTESTANTS, TOASTMATER AND SERGEANTS AT ARMS)


CONTESTANT BRIEFING
1. Contests being held:

Fall 
2008:
Humorous and Evaluation

Spring 
2009: 
International Speech and Table Topics
2. Speech presentation time limits:

CONTEST
QUAL

GREEN 
YELLOW 
RED
DISQUAL
International Speech
04:30

05:00
06:00
07:00
07:31

Humorous Speech
04:30

05:00
06:00
07:00
07:31

Tall Tales
02:30

03:00
04:00
05:00
05:31

Table Topics
01:00

01:00
01:30
02:00
02:31

Evaluation
01:30

02:00
02:30
03:00
03:31

Test Speaker


05:00
06:00
07:00

3. Have each contestant complete biographical and eligibility forms.  Biographical form needs to be given to Toastmaster and eligibility forms to Chief Judge.  Test speaker for Speech Evaluation contest should complete biographical form also.
4. Draw for speaking order for all contests (use pre-numbered forms).

5. Ensure contestants remove badges showing educational levels or possible identification as to which club they belong.
6. If props are being used by contestant, ensure that contestant has given Sergeant at Arms necessary instructions for handling placement and removal of those items.

7. Proper introduction technique for each contest:

International /Humorous /Tall Tales:
Name, Title, Title, Name

Table Topics:



Name, Table Topic, Table Topic, Name

Evaluation:



Name, Eval. Number, Eval. Number, Name

Test Speaker



Name, Title, Title, Name

8. Protests: Contestants (and judges) may lodge protests with the Chief Judge and/or the Contest Chair before winners are announced. The Chief Judge will resolve protests per current Toastmasters International Rule Book under section “PROTESTS AND DISQUALIFICATIONS”.  All decisions of the judges are final.

9. Disqualification basis:
Not present when contest is called to order, over/under time, eligibility, or originality (requires consensus of judges).
10. Speaking Area for Contest will be determined by Contest Chair in accordance with Toastmasters International Rule Book.  Chief Judge should be notified of speaking area

11. Determine the holding area for Table Topics and/or Evaluation Contestants.

12. Contestants may record or videotape other contestant’s speeches only with the specific permission from the contestant whose speech is to be recorded or videotaped. No Flash photography is allowed.

13. Ensure timing devices are set up properly.

14. All contest speeches must comply with ALL Toastmasters International rules for the year in which contest is being held.

TOASTMASTER BRIEFING

1. Understand proper introduction technique (see item 7 above).
2. Read contestant name and speech title from speaking order number sheets to ensure correct pronunciation.  The Toastmaster should practice reading exactly as will be done during the contest.
3. Get biographical information sheets from each contestant for use during contestant interviews.
4. The Toastmaster will be responsible for announcing the speaking order to the audience.

5. The Toastmaster will deliver speaking order to Chief Judge.

6. Ask timers to time a minute of silence between speeches (to give judges time to mark their ballots) and before the first contestant speaks.

7. After the final contestant in each contest, say that the judges will now have as much time as they need, in silence, to mark their ballots.
SERGEANTS AT ARMS BRIEFING

1. Ensure that there is one Sergeant At Arms assigned for each unlocked access to contest room plus one Sergeant At Arms to escort contestants to and from holding areas for Table Topics and Evaluation contests.  
2. Instruct Sergeant at Arms to disallow entry or departure from the contest room while contestants are delivering their presentations.  
3. One Sergeant at Arms should be responsible for handling props for speakers.
4. For Table Topics and Speech Evaluation Contests, the Sergeant at Arms will work out method regarding escorting contestants to holding area and returning to contest room.  One Sergeant at Arms is to remain in room with contestants that have not given their presentation.

5. During a Speech Evaluation contest, the five minutes that are allowed for note preparation, will being when contestants are seated in holding area.

6. Sergeant at Arms will collect notes from each contestant at the end of the five minutes and return to them when they are called upon to speak.  Sergeant at Arms must ensure they can identify which contestant’s notes he is collecting.

