Briefing by Contest Chair

for Toastmaster, Contestants, and Sgts at Arms


· Take attendance – make sure Toastmaster, all contestants, and Sgts at Arms are Present.
(You can probably use a contest agenda for this)
· If necessary, recruit alternates to replace absent Sgts at Arms

· If a contestant is not present but their alternate is present, proceed as if alternate will be filling in for contestant.

· Contestant Eligibility:

· Each contestant must be a member in good standing of the club they are representing -- meaning that member is an “active” member on that club’s roster filed with International.
· The Club that contestant is representing must be in good standing
meaning it has paid renewal dues for at least 6 members during the current membership period.

· International Speech contestants:

· Must have completed 6 Basic Manual speeches prior to the contest

· Or must be a charter member of a club that chartered on or after last July 1st.

· The following are NOT eligible to compete in this contest:

· Incumbent International Officers and Directors

· District Officers whose terms expire June 30 (District Governor, any Lieutenant Governor, Secretary, Treasurer, Public Relations Officer, Division Governor, or Area Governor).

Note: Assistant Area Governors and Assistant Division Governors are eligible to compete provided all other eligibility rules are satisfied.

· International Officer and Director candidates
· Immediate Past District Governors

· District Officers or announced candidates for the term beginning next July 1.

· Presenters of educational sessions at the Area, Division, or District event at which the contest will be held.

· Contest Judges -- an individual may not be a Judge at any level for a contest in which they are still competing (or in which may compete as an alternate).
Simply put, during this contest season:
If you compete don’t judge.  If you judge, don’t compete.
· Toastmasters who are members in more than one Club and who meet all other eligibility requirements may compete in each Club Level contest in which they hold a membership in good standing.  However, for each unique event they can compete in no more than one Area Contest (even if the two Areas are in different Divisions).

Note: they can compete in a different Area for each different event but still only one Area per event per Contest season.

· Each contestant must complete the Speakers Certificate of Eligibility and Originality and submit it to the Chief Judge prior to contest start.

· Each contestant must be present to compete.  Participation by audio, video tape, and teleconferencing is NOT permitted.  If when the contest starts (or resumes after a break) any contestant not present will be disqualified.
· Hand out contestant Eligibility and Bio forms to each contestant
Contestants fill out the forms and return them to Contest Chair.

For absent contestants, make sure their alternate fills out all the appropriate forms, as if alternate will be competing, so alternate can compete in place of contestant if contestant does not arrive prior to contest start.

· Bio forms go to Toastmaster for creating interview questions.
· Eligibility forms go to Chief Judge

· If Chief Judge does not have a completed Eligibility form contestant is not eligible.

· You can save time if forms are already filled out e.g. from contestant’s prior contest.

· Speech contestants must fill out both sections of this form.
· Table Topics and Speech Evaluation contestants only need to fill out the Eligibility section.

· Inform Toastmaster how speakers will be introduced (just the events used for this contest)
· For Speech Contests:  
Contestant number ___ – Name – Speech Title – Speech Title – Name

· For Table Topics contestants:
Contestant number ___ – Name – Topics Question– Topics Question– Name
· For Speech Evaluation contestants 
Contestant number ___ – Name - Name
· Ask whether any contestant needs help setting up e.g. with prop placement.
Pick (at least) one Sgt at Arms to help contestant(s) with props/setup.
Tell contestant which Sgt at Arms to meet with to specify their setup needs.

· Ask contestants to remove anything that shows their level of achievement in Toastmasters
e.g. badges or pins showing Toastmasters educational levels, club or district office pins.  

Contestants can wear plain Toastmasters membership pins.

· Contestants must not sit next to a Judge.

During the audience briefing, contestants will be asked to stand.  Any Judges sitting next to a contestant will be asked to move.

· Have contestants draw for speaking order and fill out the draw for order slips.

· Collect all slips.

· Announce speaking order for each contest event.
You can have the Toastmaster do this when they are practicing the introductions.
· Have Toastmaster practice introducing each contestant exactly as they will do during the contest.
This is each contestants only chance to ensure pronunciation is correct.  This is YOUR chance to ensure the Toastmaster introduces contestant properly.
· Dismiss Toastmaster and have them deliver contestant speaking order to Chief Judge’s Briefing
(the Draw for Order slips can be used for this).

· For the Table Topics Contest:

· Ask whether any Table Topics contestants are hearing impaired.

· If so then give them the option of being able to read the topics question during their introduction (but not until during their introduction).

· If any contestant is given the option of reading the topics question, then give that option to every contestant.

· Every contestant will answer the same question.
Table Topics questions were provided by the Chief Judge.  The Contest Toastmaster selected one of them.  Nobody other than Chief Judge and Contest Toastmaster may know the questions in advance.
· At the start of the contest all contestants except the first one will be escorted to a sequester site, from which they will not be able to see or hear the contest proceedings.  One Sgt at Arms will remain with the contestants at the sequester site.
· After each contestant’s performance, during the minute of silence, the “sequestering” Sgt at Arms will escort the next contestant back to the contest room.

The Sgts at Arms need to work out a system for managing this e.g. how a “door policing” Sgt at Arms will signal the “sequestering” Sgt At Arms that it is time to bring in the next contestant.
· After a contestant has performed, they may remain in the room during the performances of those contestants that follow them.

· For the Speech Evaluation Contest:

· The “Target Speaker” will present a 5-7 minute speech.
· When the Target Speaker is finished, all contestants will be escorted to a sequester site, from which they will not be able to see or hear the contest proceedings.  One Sgt at Arms will remain with the contestants at that site.
· At the sequester site:

· All contestants will be given 5 minutes of silence to compose their notes and thoughts.  This will be timed by Chief Judge or Sgt at Arms.
· At the end of 5 minutes, the Sgt at Arms will collect all notes from every contestant.  Sgt at Arms will store those notes in such a way they can be given back to each contestant as contestant enters the contest room.
Sgt at Arms must work out a way to ensure every contestant gets back all their notes and only their notes immediately prior to competing.
· The first contestant will be escorted back to the contest room and given their notes as they enter the room.
· After the contestant is introduced they will present their Speech Evaluation.

· After each contestant’s performance, during the minute of silence, the “sequestering” Sgt at Arms will escort the next contestant back to the contest room and give contestant their notes as contestant enters the room.
· The Sgts at Arms need to work out a system for managing this e.g. how a “door policing” Sgt at Arms will signal the “sequestering” Sgt At Arms that it is time to bring in the next contestant.

· After a contestant has performed, they may remain in the room during the performances of those contestants that follow them.

· Protests:

· Can only be filed by contestants or judges.

· Must be filed with the Chief Judge or the Contest Chair prior to announcement of winners.  Once winners have been announced the results are final.

· Grounds for protest are:

· Contestant’s material is not “substantially original”.

· Contestant is not a member in good standing of a club in good standing.

· The Chief Judge will resolve protests per the current year Toastmasters International rule book.  The Chief Judge’s decision is final.

· Contestants are disqualified:

· If they are not present at the beginning of the contest.
If their alternate is present and the Chief Judge has alternate’s completed certificate of eligibility and originality form, then their alternate may compete in their place.

· If contestant is under or over on time.
· As the result of a successful protest.

· Contest Timing:

· We will have two timers.

· Each timer will have their own stopwatch and time every contestant.
· Timers will give no indication to contestants or audience of a contestant disqualification due to time.
· Timing begins at the first verbal or non-verbal indication that timer determines is part of the contestant’s presentation.  That can include any of the following:

· Contestant begins speaking

· Contestant does a gesture or sound effect that appears to be part of their performance
· Playing of recorded music or sound effects by someone helping the contestant
· Speaking or gestures by someone in the audience apparently recruited by the speaker to be part of their presentation.
· In the event of a timing device failure (e.g. timing light bulb burns out)

· Timers will Switch to the backup device immediately
(e.g. timing cards instead of lights).

· The one contestant, during whose performance the device failed, will be given an additional 30 second “grace period”.

· Events are timed as follows (only mention the events for this contest):


	Event
	Contestant

Qualifies at
	Green at
	Yellow at
	Red at
	Contestant Disqualifies at

	International Speech
	04:30
	05:00
	06:00
	07:00
	07:31

	Speech Evaluations
	01:30
	02:00
	02:30
	03:00
	03:31

	Humorous Speech
	04:30
	05:00
	06:00
	07:00
	07:31

	Table Topics
	01:00
	01:00
	01:30
	02:00
	02:31

	Tall Tales
	03:30
	04:00
	05:00
	06:00
	06:31

	
	(All times are in minutes:seconds)


· Timers will give no indication to the audience or contestants that a contestant has disqualified due to time.

· Before and after each contestant’s performance there will be one minute of silence, timed by the timers, to allow each judge time to complete their forms.

After the last contestant in each event there will be a prolonged period of silence, as long as it takes, until every judge’s ballot has been completed and collected by the Ballot Counters or Chief Judge.

Timers and Toastmaster need to work out a signaling system for the minute of silence e.g. show green light or card when the one minute of silence is over.

· Nobody will be permitted to enter or exit the contest room while a contestant is performing

· One Sgt at Arms will be stationed at each door to enforce this.

· People may enter and exit during the minute of silence between each contestant.

· Move the briefing to the contest room…
· Review with the contestants and Sgts at Arms the speaking area – where contestants can and can not perform.

· Review with the contestants where they should stand while waiting to be introduced.

· Have the timers demonstrate the timing device and backup device to the contestants.

· If contestants have the option of using a sound system, e.g. a lavalier microphone:
· Give them the option of practicing with it to get familiar with it.

· Have them decide whether they want to use it.

· If it is a lavaliere microphone, have the Sgt at Arms practice attaching and removing it from each contestant who will be using it.

· Ask if there are any further questions.

· Dismiss everyone, briefing is over.
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