Riverside Communicators
Contest Roles

Toastmasters contests are different to regular club meetings in how they are set and
run. This guide provides an overview on the different roles you can take during an
official Toastmasters contest, and is not intended to cover internal club contests
such as the Jean Cooper Cup. Have a read to understand what is involved with each
role. Note some require a lot of preparation before the contest, and are excellent
opportunities for developing leadership skills. A contest usually takes a minimum of
three weeks for the club to prepare, although four weeks is ideal. Without all these
roles filled, the contest cannot take place.

Types of contests

There are four contests taking place during the year:

Humorous Speech Contest - held in the Autumn
5 -7 minute speeches. Must not be a stand up comedy routine.

Table Topics Contests - held in the Autumn.
1 - 2 minute table topics. One topic is used for all the contestants.

International Speech Contest - held during the Spring.
5 -7 minute speeches. This is the only contest that goes further than District level.

Evaluation Contest - held during the Spring.
2 - 3 minute evaluations. All contestants hear a test speaker give a 5 - 7 minute
speech.

Contest Chair - before the contest

The Contest Chair is effectively the Toastmaster of the evening and runs the contest.
Take the time to familiarise yourself with the rule book for the Toastmasters year the
contest is taking place in (can be found here
https://www.toastmasters.org/resources/speech-contests).

As a Contest Chair, you are responsible for briefing the contestants before the
contest begins. This can be done on the night or to avoid stress on the night, a
weekend or weekday beforehand via Zoom. During the briefing, you will need to
explain the following:

Timings, including lack of a bell

How the contest will run (The Table Topics Contest and the Evaluation Contest
involve the contestants leaving the main room and being called in one at a time).
Speech originality

Props

Protests including the callback rule


https://www.toastmasters.org/resources/speech-contests)

The briefing is a good time to draw the running order. Names out of a hat works well,
or you can use a random order generator like the one here:
https://www.ultimatesolver.com/en/random-order. Toastmasters requires all
contestants to have received a briefing so it is important ALL contestants attend.

You are also responsible for ensuring all contestants complete and return the
Contestants Eligibility Form BEFORE the contest begins. They cannot compete
without doing so.

For the Table Topics Contest, you will need to select a suitable table topic. It's a good
idea to have a reserve topic. Every contestant receives the same topic to ensure
fairness.

You will need to source a mystery speaker for the Evaluation contest, ideally from
outside the Area.

Contest Chair - during the contest

When the contest begins, introduce it to the audience, and explain the rules so
everyone understands. You can use the same notes from your contestants briefing. It
is a good idea to mark out the stage, which represents the speaking area.
Contestants must not step outside of this area whilst speaking. Go through the
running order for the benefit of the judges, saying each name twice. Once you are
ready to start, confirm with the Chief Judge that all the functionaries have been
briefed, and all the contestants have been briefed.

In between contestants, there is one minutes silence for the judges to score. After
the final contestant, the time is up until the last ballot is collected.

Some other points to note:
The Evaluation contest includes five minutes for the contestants to make notes on
the test speech. You will need to fill this time! One option is to interview the test

speaker, or you can play a game.

At the end of the contest, you will need to hand out certificates of participation.
These need preparing beforehand.

Once a contestant has finished their speech, avoid showing any bias by saying “Well
done or Great speech.”

Chief Judge

It is the Chief Judge's responsibility to recruit judges and functionaries for the

contest. It can be useful to work from a matrix, such as the one here:
https://d91toastmasters.org.uk/wp-content/uploads/Contest-Organiser-Tool.xlsx



https://www.ultimatesolver.com/en/random-order
https://d91toastmasters.org.uk/wp-content/uploads/Contest-Organiser-Tool.xlsx

Chief Judge - before the contest

Depending on the contest level, you may be required to source judges from outside
the club or Area. A good place to start is the GE Exchange WhatsApp group (you will
need joining permission). It is a good chance to practice some networking skills.
Judges are always anonymous even to other clubs, so ask for private responses.

Prior to the contest start, you will need to brief the judges and functionaries. You will
need to explain to the judges:

The order of contests and timings
Speech originality

Call back rule

Protests and disqualifications
Speaking order

For the functionaries, ensure all understand their roles and how the contest will work.
Explain the timings to the Timers, including the one minutes silence between the
contestants.

Judges need to sign and return the Judges Code of Ethics form BEFORE the contest
starts. You will need to confirm with the Contest Chair all briefings have been
completed.

As Chief Judge, you are required to print off a selection of forms to be used during
the contest. These are listed in Annex A.

A record of contest winners is held on the Riverside Communicators Committee
Google Drive. You will need to recover the trophies from the previous year’s winners
before the contest starts.

Chief Judge - during the contest

When the final contestant has finished, the Chief Judge accompanies the Counters to
a side room to finalise the results. You will need to collect the timing report and
Tiebreaking Judge’s ballot. The latter is only to be used in the event of a tie. You can
use this time to write out the 1%, 2" and 3™ place certificates. These can be partly
completed before the contest.

In the event of a protest from a judge or contestant, the Chief Judge’s decision is
final. It is a good idea to have a current edition of the Contest Rulebook to hand to aid
decision making.

To end the contest, the Chief Judge announces the winners and hands out the
certificates and winners trophy. Trophies are held by the winners for a maximum of
12 months before being passed onto the next winner.



Chief Judge - after the contest

The final act of the Chief Judge is to fill out the Notification of Contest Winners form
and share with either the Area or Division or District Director (depending on the
contest level). Any timing disqualifications must be recorded.

Judge (including Tiebreaking)

Judges are an important part of a contest. Whereas in a normal club meeting the
audience votes for their favourite speaker, in a contest this is only done by judges.
Each judge has a ballot paper which they use to score the contestants. They can
mark a contestant as Excellent, Very Good, Good or Fair. The ballot outlines where
the marks should be awarded, and on the reverse side explains the judging criteria
for that particular contest. At the bottom of the ballot paper, the Judge can decide on
who they think should be awarded first, second and third place. This part of the ballot
should be separated at the end of the contest and collected by the Ballot Counters.

The Tiebreaking Judge is separate from the main judging panel, but marks the
contestants in the same way. Their ballot is only collected in the event of a tie. The
Tiebreaking judge needs to be anonymous to all except the Chief Judge.

Fellow Riversider Glen Savage DTM has written some handy tips on judging, which
can be found here.

Timer

Unlike a regular club meeting, the Timer in a contest doesn'’t have a speaking role.
They are however, incredibly important, as a contestant can be disqualified if they
finish their speech before the minimum time, or after their maximum time. There is
no bell notifying the end of a 30 second grace period.

Contest Timers are always in pairs to ensure accurate timing. Generally one person is
responsible for ensuring the correct colours (green, amber and red) are shown at the
appropriate times. Contestant times are recorded on an official timing sheet and
handed to the Chief Judge whilst the ballots are being counted to check for timing
disqualifications.

The Timer is also responsible for timing the minute between each contestant, for the
judges to complete their scoring.

Ballot Counter

A pair of anonymous Ballot Counters are responsible for collecting the Judge’s
ballots at the end of the contest, and counting the scores with the Chief Judge in a
side room away from the main contest. An official ballot form is used, which must be
signed by each judge. Ballot counters do not collect the Tiebreaking Judge’s ballot;
this is collected by the Chief Judge. Ballot Counters must ensure they collect all the
ballots. Judges will usually raise their hand when the ballot is ready for collection.
Take your time when adding up the scores and double check the arithmetic. The


https://www.riversidecommunicators.org/_files/ugd/a72885_ef0997e680884a43bce63e0bde9c3558.docx?dn=20260531-Judging%20tips.docx

results can often be very close, and a difference of one point can affect the outcome
of the contest. Ballot Counters have the advantage of knowing the results before
everyone else.

Sergeant At Arms

Two of the contests, the Table Topics Contest and the Evaluation Contest, require the
contestants to leave the main contest room at the beginning of the contest. The
Sergeant At Arms is detailed to accompany and remain with the contestants to
ensure no cheating is taking place. As the contestants are called into the contest
area one at a time, it is useful to have a second Sergeant At Arms who can monitor
the contest area and notify the contestants when it is their turn to rejoin the main
room. During the evaluation contest, the Sergeant At Arms hands the contestants
dedicated notepaper and collects it from the contestants once the five minutes is up.
The contestants are handed their notes before they give their evaluation.

The Sergeant At Arms can also open the contest and explain the housekeeping as
per a regular meeting (toilets, fire exits, mobile phones etc.)

Annex A
Printing to be completed by the Chief Judge:

Timers form - 1 per Timer for each contest

Ballot Counters form - 1 per Counter for each contest

Judges Ballot - 1 per Judge for each contest

Tiebreaking Judges Ballot - 1 for each contest

Evaluation Notes - 1 per contest. Only for the Evaluation Contest.
Spare Judges Eligibility forms

1st, 2nd, 3d place certificates

A paper version of the Contest Rulebook may be handy.

Toastmasters provides all of the above in a handy zip file, which can be found here.


https://www.toastmasters.org/resources/speech-contests

