Area and Division Contest Checklist

Mike Raffety, DTM, Candidate for Second Vice President
Advance preparation

1. Identify your location and contest date and time at least a month prior to the beginning of the contest window.

a. It should have enough seating (at least 20 people for an area contest, or 60 for a division contest), a lectern, and easy access (no advance guest list for security).
b. Ensure there is a holding area for evaluation and table topics contestants where they cannot hear what’s going on in the main room.

c. You should set TWO times, a gathering time for the contestants and judges to gather for briefing (and social time for others), and an actual contest start time 30 minutes later.  Be sure to mention both in any publicity.

d. Notify the LGET and district webmaster so they can be added to the district contest calendar.
e. Prepare a flyer to publicize the contest to your clubs, the district, and the general public.

2. Recruit major contest functionaries at least two weeks prior to the contest date.  This includes:

a. contest chair
b. contest Toastmaster

c. chief judge

d. chief timer (needs to bring timing lights or cards and stopwatch)
e. chief sergeant at arms (SAA)
f. refreshments chair

3. If you are running a combined contest with two or three areas, you may wish to share contest chair duties with the other AG (e.g., one of you handles the first contest, the other handles the second).  Do not try to be the contest chair all by yourself; you need to be free to handle other issues.
4. The chief judge should recruit the judges and tiebreaker judge (which may be the chief judge him/herself).

a. For area contests, there should be two judges from every participating club, plus others from outside the area.
b. For division contests, there should be two judges from each area but NOT from the competitor’s club, plus others from outside the division.

c. Anyone who is still a competitor in a given future contest may not be a functionary elsewhere.  E.g., if someone won a table topics club contest or area contest and has not yet lost at the next level may not assist in another table topics contest (anywhere).
5. By the time the contest window opens, you should have the names of all your contestants, since this is the deadline for the previous round of contests.

a. Confirm the contestants’ eligibility (paid member in a paid club) with district leadership or TI headquarters (members are still in good standing for 60 days after the renewal dues date).

b. Prepare a contest program listing everyone so far.
i. Note that in the fall, the evaluation contest is first, then the humorous speeches, and in the spring, table topics is first, then the international speeches.
ii. If this is a multi-area contest, list the contestants for each area separately, and they will speak together (back to back).

iii. Do NOT include any club or educational designation for the contestants (or area, for a division contest).

6. For an evaluation contest, you need a target speaker, who should be someone working on the first half of the CTM manual (for the first time).  For table topics, you need a table topics question – consult with higher district leadership if you have any uncertainty about what a good question might be (keep it general and brief!).

7. Be sure you have the following for each contest:

a. Contest agendas/programs

b. Speech rule book (preferably a copy for every functionary)

c. Enough contestant eligibility forms

d. Enough contestant biography forms (plus one for eval target speaker!)
e. Enough appropriate judging forms (each contest has a different form!)

f. One tiebreaker judge form (also unique to each contest)

g. Two timing forms

h. Two ballot counting forms

i. Enough certificates of participation

j. Winner certificates and trophies

k. One “notification of winner” form for the next higher level contest

Just before the contest begins
1. Arrive at least a half hour before the contest gathering time to ensure all is in order, set up the room, sound system working, etc., with your chief SAA.

2. At the contest, the chief judge can recruit more judges to fill in any gaps as well as two ballot counters, and the chief timer and chief SAA can recruit one or two assistants each.  There MUST be two SAAs for the evaluation and table topics contests to escort the contestants back and forth.  Contestants may, if they are willing, help with a contest they are not competing in (e.g., an evaluation contestant might be a judge for the humorous speech contest).
3. The contest chair begins the contestant briefing exactly at the gathering time.  Points to cover include:

a. Completed eligibility and bio forms

b. Originality requirement

c. Sound system use (microphones, etc.) – let them practice with it

d. Props for the SAA to place

e. Speaking area and location of timing lights
f. Time limits

g. Speaking order (have a deck of cards or numbered pieces of paper)

h. Speech titles (for contest Toastmaster)

i. Pronunciation of names and titles

j. Ensure speakers are not wearing anything identifying their club or educational awards (specifically no Toastmasters name tags!)

4. The chief judge begins the judges’ briefing exactly at the gathering time.  Points to cover include:

a. Impartial and unbiased (sex, age, religion, etc.)
b. Speaker’s previous performance is irrelevant

c. Ignore the timer and speech duration

d. Mention that the judging form is only a guideline

e. Each judge must list three speakers (when there are that many), and may not list a tie.  (The tiebreaker judge must rank all the speakers.)

f. If this is a multi-area contest, explain how the judges must rank the contestants within each area separately, and how to mark the ballot(s).

g. Destroy the upper portion of the ballot after the contest, do not show it or discuss the ranking or scores with anyone.

h. Signing the form with club info

The contest itself

1. Exactly at the contest start time, the chief SAA gavels the meeting to order.

a. He/she may lead the audience in the pledge of allegiance or give an invocation or other thought for the day (or introduce someone else to do so)

b. Welcomes all to contest

c. Recognizes dignitaries in order

d. Explains where water fountains, restrooms, telephone, etc. are located

e. Asks audience to silence cell phones, pagers, etc.

f. No flash photography or roving cameras during contestant speeches

g. No one may enter or leave during each speech

h. Introduces the contest chair.

2. The contest chair:

a. May give opening remarks

b. Tells the audience what the contests are (e.g., evaluation and humor)

c. Introduces the chief judge
3. The chief judge:

a. Introduces the chief timer
4. The chief timer stands at his/her place (not at the lectern):

a. Introduces the assistant timer

b. Explains the timing rules, reading the relevant paragraph at the bottom of the timing sheet
5. The chief judge:

a. State that all contestants have been briefed and found eligible to compete.
b. State that any protests may be made orally and only by judges and contestants to the chief judge, before the announcement of the winners.

c. The decisions of the judges are final.

d. Asks if there are any questions.
e. “Let the contest begin!”

6. The contest chair introduces the contest Toastmaster (if different).  At this point, any contestants not present are ineligible to compete.
7. The contest Toastmaster:
a. Announces the speaking order

b. Evaluation and table topics:  Explain how contestants are escorted out and brought back one at a time to speak.

c. Multi-area contest:  Explain how each area is competing with itself, not with other areas, and winners will be announced for each area.

d. Reads the contest purpose

e. Evaluation contest:  Introduce the target speaker with “name, speech title, speech title, name”.

f. Ask SAA to escort all contestants from the room.

g. Evaluation contest:  Interview the target speaker and give him/her a certificate of participation.  If time requires (evaluators get five minutes to prepare), also make some district announcements.

8. For evaluation, the SAA in the contestant holding area:

a. Marks off five minutes from when they sat down.

b. Collects all written materials from each contestant (keep them organized, and in speaker order).

c. The SAA from the main room brings the first contestant back to the main room.  (Along with their written materials for evaluation contestants.)
9. For each speaker, the contest Toastmaster:

a. Introduces the speaker by “name, speech title, speech title, name”.

i. For evaluation contests, omit speech title.

ii. For table topics, read the question in place of the speech title.

b. Sits down near the lectern.

c. After speaker finishes, announce that there will be one minute of silence, ask the timer to signal.  When time is up, do NOT ask if judges need more time (they wouldn’t be anonymous then).

d. Evaluation and table topics:

i. One SAA should be at the back of the main room (ready to fetch the next contestant), and one in the contestant holding area.

ii. The SAA from the main room should bring the next speaker from the holding area to the back of the room during the minute of silence.  For evaluations, also get that contestant’s written materials to hand to the contestant as they are introduced.

iii. For evaluations, the SAA should engage the contestants who have not spoken yet in distracting conversation so they are not using the extra time (due to speaking order) to refine their evaluation.
10. After the last speaker, follow exact same process as other speakers with one minute of silence.  After that one minute is up, ask judges to complete their ballot, tear it off, fold it over, and hold it up for the ballot counters to collect.

11. The chief judge:

a. Collects the timing sheet(s) and the tiebreaker judge’s ballot.

b. Counts the number of ballots with the counters, and announces to the room that they have all the ballots.

c. Together with the ballot counters, go to the holding area.

d. Count the ballots.
e. Disqualifies any speakers who missed the timing rules.

f. Fill out the winner certificates.  If there are 1-4 contestants, only two places are announced.  If there are 5 or more contestants, three places.

12. The contest Toastmaster asks the chief timer to mark off two minutes for each interview, and then interviews each contestant:

a. Introduce the contestant

b. Ask them their club name

c. Who came in support

d. Other questions from bio sheet

e. Give him/her a certificate of participation

13. After the first contest, call a 10 or 15 minute break (be specific), asking the contestants and functionaries for the second contest to gather for their briefing.  Then repeat the above.

14. After the second contest, introduce people who have announcements (e.g., a TLI or the next contest level or a district conference).

15. The chief judge returns to the room as soon as the counting is done and the certificates are completed, handing the certificates in an opaque folder to the Toastmaster at a suitable moment.

16. The Toastmaster invites the ranking district official to join in handing out the awards.

a. If there were any timing disqualifications, say so, but do not give any details.

b. First contest, then second contest, lowest place to first place.

17. Immediately after announcing the final winner, wish the audience a good night and gavel the contest to a close.  No further announcements after the winners are announced!

After the contest

1. Complete the “notification of winner” form to give to the next level contest official (who is likely present at this contest), along with the first and second place contestants’ eligibility and biographical sheets.

2. Make sure you leave the room clean so you’re in good graces for next time.

3. The chief judge destroys the ballots, timing sheets, and counters tally sheets.

4. Return any unused certificates or trophies to LGET for other contests.

5. Volunteer for the next level contest!
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