DISTRICT 25 CONTEST CHAIR CHECK LIST

AREA_____________

DIVISION____________

Contest Date__________________Briefing time:_______________Contest start time:________________
Location__________________________________________________________________________________
Contact Information:

Area Governor:____________________________________________________________________________

Chief Judge:_______________________________________________________________________________

Others:___________________________________________________________________________________
Overview of Responsibilities:
Briefings are held prior to contests to ensure everyone involved understands the rules and their duties.  Two separate briefings are held.  One briefing is the responsibility of the Chief Judge and the other is the responsibility of Contest Chair.  Both should be aware of each others duties.  Communication between Chief Judge and Contest Chair is helpful due to the fact that some of the tasks overlap (i.e., Contest Chair is responsible for providing timers and ballot counters but the Chief Judge handles briefing for timers and ballot counters.)

Briefing documents as well as check lists and other helpful information for both Contest Chair and Chief Judge can be found on the District 25 website (Resources/Contests).  

Chief Judge Briefs:

Judges, Timers, Ballot Counters

Contest Chair Briefs:
Contestants, Toastmaster, Sergeant at Arms, Test Speaker (if Speech Evaluation Contest)

Brief Overview of Chief Judge’s Responsibilities:

· Responsible for selecting contest judges.

· Brings forms provided by District Chief Judge.  The Chief Judge will give Contest Chair biographical and eligibility forms that contestants must complete.
· For Table Topics Contest, Chief Judge will provide Toastmaster 5 questions.  Toastmaster will select question to be used.
Overview of Contest Chair’s Responsibilities:
Plans, coordinates, and oversees operation of all contest activities.  Works with clubs in Area to ensure they are part of the planning and implementation process.  Works closely with Area/Division Governor to ensure success of contest.
These duties include but are not limited to (delegate responsibilities as necessary):
· Location for contest (ensure location provides sufficient room for audience as well as 2 briefing rooms and availability based on length of contest).
· Theme (optional).
· Flier (to be posted on District 25 website, deadline for posting will be conveyed to Area/Division Governor).
· Select Toastmaster (provide them with direction and script prior to contest).
· Select Test Speaker if Speech Evaluation Contest.
· Test Speaker must NOT be from a club represented by one of the contestants.
For Area Contests Test Speaker should be from outside the Area.
For Division Contests Test Speaker should be from outside the Division.

· Test Speaker should be relatively inexperienced, not very polished.
You want someone who will have areas needing improvement.

· Test Speaker should be someone contestants will not have had the opportunity to observe speaking prior to the contest.

· Select two (2) timers

· Select three (3) ballot counters

· Select sufficient number of Sergeant at Arms.
· Arrange for refreshments (optional)

· Select greeter

· Certificate preparation (Contestants, Chief Judge, Helpers, Test Speaker (if Speech Evaluation Contest), Outstanding Officers (or other type award)

· Trophies will be purchased by District.

· Agenda (instructions can be found on District 25 website and resource CD).
· Print dignitary list from District 25 website.
· Sign-in Sheet.
· Select photographer (optional).
· Ensure someone responsible for bringing these items to contest:

Timing lights/cards

Stop watches (2)


Lectern/gavel


American Flag

DAY OF CONTEST
· Arrive early.

· Coordinate briefing rooms with Chief Judge. Check suitability of contest room
e.g. potential noise level, ability to prevent people from entering and exiting while speaker is performing.

· Coordinate with Chief Judge regarding location of holding area for Evaluation or Table Topics contestants.  Make sure contestants can NOT see or hear anything from the speaking area.

· Get the biographical and eligibility forms from Chief Judge.

· Handle briefing of Contestants, Toastmaster and Sergeant at Arms as outlined in Contest Chair briefing document.

· Determine speaking area and advise contestants and Chief Judge.

· If there is sound equipment, check that it is working.

· Check placement and operation of timing devices.

· Ensure certificates for helpers and Chief Judge are distributed before contest.

· Ensure certificates for contestants and Test Speaker (if Speech Evaluation Contest) are available to present during interview process by the Toastmaster.

· Ensure certificates/awards for outstanding officers are placed in location that Area Governor will be aware for presenting them near end of contest.

· Display trophies in a prominent place before contest begins and easily accessible for presentation.

PROTESTS

· Only a contestant or judge may lodge a protest.

· Protests must be filed with Chief Judge or Contest Chair.

· Chief Judge must receive all protests prior to announcement of winners; once winners are announced the results are final.

· Protests can only be based on originality or eligibility.
· Before a contestant can be disqualified on the basis of originality, the contestant must be given an opportunity to respond to the judges.  A majority of the judges must concur in the decision to disqualify.
