DISTRICT 25 CHIEF JUDGE CHECK LIST

AREA_____________

DIVISION____________
Contest Date__________________Briefing time:_______________Contest start time:________________
Location__________________________________________________________________________________
Attach flyer and map

Contest Chair_______________________________ Contact Info__________________________________

Fees/Meals for Judges?_______________________ Contest Briefing rooms available_________________

Area Minimum
5 Judges NOT from same Club or Area as contestants

Division Minimum
7 Judges NOT from same Club, Area, or Division as contestants
District Minimum
7 Judges NOT from same Club as contestants
Try to recruit an even balance from all Divisions.

All contests
1 tiebreaker judge (in addition to the above)

Recommended you have 1-2 extra judges to allow for no-shows.

Confirmed Judges

Name                                                 Area/Division                                          Contact Info

1. _______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

Forward your confirmed list of Judges to the Contest Chair and District 25 Chief Judge as soon as possible.
Talk to Contest Chair.  Make sure they know:

· Go over the details of the Briefing.
Our district now conducts two separate briefings at the same time:
1. Contest Chair briefs the Toastmaster, contestants, and Sgt At Arms
2. Contest Chief Judge briefs the Judges, Ballot Counters, and Timers
District 25 Chief Judge provides briefing scripts/outlines to Contest Chief Judge

· They will need two briefing rooms – one for your briefing, one for theirs.

· They will need to have all participants in the briefing rooms on time, and participants all know they are to stay in the briefing rooms until dismissed.

· For Table Topics contests, Chief Judge will provide the question to the Toastmaster.

· Chief Judge will provide 5 questions to Contest Toastmaster on the day of the contest.

· Contest Toastmaster selects ONE question.

· Questions must be common knowledge and answerable by anyone.

· For Speech Evaluation contests agree on who will provide the Target Speaker
Contest Chair?  Chief Judge?
· Sometimes Area or Division Governor will work out a reciprocal agreement with one of their peers:  “I’ll provide yours if you provide mine”.

· Target Speaker must NOT be from a club represented by one of the contestants.
For Area Contests Target Speaker should be from outside the Area.
For Division Contests Target Speaker should be from outside the Division.

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

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

· If the contest includes a Table Topics or Evaluation Contest ensure they provide a sequester site for the contestants.

From which contestants MUST NOT be able to hear or see proceedings in the contest room.
One of the briefing rooms can probably be used for this.

· They provide you with 2 timers, and 3 ballot counters.
· They provide enough Sgts at Arms for the contest.
· One for each entry/exit door to the contest room to “police the doors” during the contest.
· Possibly additional Sgts at Arms to help speakers with props and sound system.
Usually the “door policers” can do this also since it happens between speeches.

· Additional Sgts at Arms for Table Topics or Evaluation Contests to sequester contestants
How many Sgts at Arms will depend on the logistics of the facility.
The Sgts at Arms work out a system for bringing next contestant from sequester site to contest room during the one minute of silence between speeches.
· Judges will not be introduced as Judges.
If they are District Dignitaries, they will be introduced as District Dignitaries only.
Judges can be listed as helpers in the program. 
Judges can also be introduced and presented with certificates if appreciation after the contest, before the announcement of the winners.  Alternately, presentation of certificates can also be done prior to the contests to save time e.g. during the briefing.
Plan to take these Items with you to all contests. 
CONTEST KIT

Stop Watches, Timing Cards, Pens, Calculator
Current Toastmasters International Rule Books (District 25 Chief Judge will provide).

Forms:  (District 25 Chief Judge will mail or deliver all of these to you):

Judges Ballots for both contests and Tiebreaker ballot for both contests

Timers Sheets
Ballot Counter Tally Sheets
Contestant Eligibility Forms

Contest Bio Forms

Draw for speaking order slips, 2 sets – one for each event
Announcement of Winner forms
Notification of Next Level forms

Before the Contest:

· For Table Topics Contests prepare 5 Topics Questions

· They must be general knowledge questions suitable for essay type responses (e.g. give opinion, describe something, tell a story, …).  They must be something anyone can answer.
· They must be in good taste, not very controversial.

· If possible, tie them to the Contest theme but don’t select overly obvious questions.

· Contest Toastmaster will select only ONE of the questions to use for the contest.
Every contestant answers the same question.

· Do NOT give the questions to the Toastmaster until day of the contest.
Only the Toastmaster receives these questions.

· For Speech Evaluation Contest

· If Chief Judge is providing Target Speaker, recruit a Target Speaker.

· If Contest Chair is providing Target Speaker, follow-up with them to make sure they did so and it was an appropriate choice esp. re: level of experience, not from the Area/Division.

· Ensure Target Speaker knows they can get manual credit for their speech if a Toastmaster (non-contestant) provides a written evaluation in their manual.

· Precut all Judges Ballots and place in envelopes
Make sure there is a Tie breaker Ballot for each contest and that it WILL be used.
I will often have the same judge tie-break both events and put a subtle mark on that envelope to make sure it absolutely gets issued to a judge.
· Optionally Place Timer Sheets in envelopes
One envelope for each timer containing one form for each event.

Alternately at the contest you can just place them at the timer’s station.

· Optionally place Counters Tally sheets in envelopes.  Alternately you can keep them and bring them to the ballot counting session that you will be supervising.

· Optionally place announcement of Winners form in Envelope (not sealed).
· Pre cut Draw for order slips for each contest.  Make sure you have enough for all contestants.
· Get Cell phone numbers of all your Judges if available.

BEFORE THE BRIEFINGS
· Arrive early

· Check suitability of contest room
e.g. potential noise level, ability to prevent people from entering and exiting while speaker is performing.
· Check placement and operation of timing devices.

· Define speaking area with Contest Chair and Contest Toastmaster
· If there is sound equipment, check that it is working.

· Check suitability of both briefing rooms

· Check location of sequester room for Evaluation or Table Topics contestants.
Make sure contestants can NOT see or hear anything from the speaking area.

· Make sure you have your briefing outline/script and all your forms.

· Make sure the Contest Chair has their briefing outline/script and all their forms.

DURING THE CONTEST – AUDIENCE BRIEFING

Conducted by either you or Contest Toastmaster (agree with them ahead of time who will do this):

· All contestants, Judges, and helpers have been briefed.

· Protests can only be filed by contestants and Judges and they have been briefed on that.

· Turn off any cell phones, PDAs, wristwatch alarms, or any other device that can emit noise.

· No flash photography is permitted during the contests.

· While a contestant is performing nobody will be allowed to enter or exit the Contest room.

· There will be one minute of silence between each speaker

· To give Judges time to complete their ballots.

· Anyone that must exit or enter the room -- do so during the minute of silence.

· After the last contestant, the period of silence will be however long it takes for all Judges ballots to be completed and collected.

· Contestants please stand.

· Judges, if you are seated near a contestant, please move.

· Mr./Madam Contestmaster – Let the contest begin!!

DURING THE CONTEST

Remember, YOU CAN STOP THE CONTEST AT ANY TIME IF THERE IS A PROBLEM. It is your job to make sure the contest is fair for all the contestants.
If a contestant has problems with the microphone, unexpected noise or disturbances, or anything out of control of the contestant, that contestant can be given the opportunity to speak again, after the last contestant.  It is up to the contestant.

After the 1st contest have Counters collect the ballots. Make sure you pick up the Timers sheets.

DURING BALLOT COUNTING – IN THE COUNTING ROOM
· Remove the tiebreaker ballot and set aside. Use only if there is a tie.
· Review the Timer forms to identify any contestants that disqualified due to time.

· Have counters verify the count at least 3 times.
· Swear the counters to secrecy keep all paperwork and dismiss counters. 
· Fill out announcement of winners form.
· 5 or more contestants: 3rd, 2nd, and 1st place

· 4 or less contestants: 2nd and 1st place only.
· If less than 4 contestants    Announce “alternate” instead of “second place”.

· Repeat this process after the final contest, and prepare announcement of Winners sheets for Toastmaster.
· Keep a copy of the order of finish so you can ensure Toastmaster announces it properly.

· If there were disqualifications for time, have the Toastmaster announce only that there was one or more disqualifications for time. Do not announce the name of the disqualifying contestant(s).
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.

· Hopefully you will have no protests. If so, handle discreetly.
· You as the Chief Judge have the final say on any Protest.

· A good way to handle Protests is:

· Convene the Judges in the briefing room – privately.

· Discuss the grounds and evidence for the protest.

· Bring in the impacted contestant and question them about it – give them a chance to defend themselves.  Then dismiss them.

· Discuss the protest with the judges, try to reach consensus.

· Ultimately, as Chief Judge, it is YOUR decision.

AFTER LAST BALLOT COUNTING

· Give completed announcement of winner forms to Contest Chair or Contest Toastmaster.  Keep a copy of that information.
· Make sure the winners are announced correctly. Stop the Toastmaster if they are being read incorrectly e.g. wrong names or wrong order of finish.  Make sure Toastmasters follows the script in the announcement of winners form.
AFTER THE CONTEST

· Have the 1st and 2nd place finisher for each contest fill out the Notification of next level form.

· Forward this and the eligibility forms to the District representative for the next level contest.
They may be at your contest e.g. at an Area Contest you could give it to the Division Governor.
· Make sure to send your Judges a Thank you note.

· Forward your list of Judges and the name and club numbers of the winners and alternates to the District 25 Chief Judge.
· Take all paperwork with you, and dispose of it at home. Do NOT throw away at the contest.

It is up to you as the Chief Judge to make sure the contest is fair for every contestant and in accordance with International rules.
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