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CONTEST “PLAYERS”

Contest Chair

· Make sure all roles are filled
· Experienced! Chief Judge (finds the judges)
· Toastmaster: not needed/contest chair can fill
· Sergeant at Arms
· Timers (2, chief timer and assistant timer)
· Ballot Counters (3)
· Registration personnel (as required); refreshments
· Contact all contestants and alternates, prior to the contest, to confirm attendance.  Make sure they have a copy of the rules and any other information they need: directions, briefing time, etc.
· For Table Topics contest, make sure the Table Topic (chosen by the contest chair) is written and ready.  Have a copy for each contestant so they can read it as well as her it.  Topic MUST require an opinion and/or conclusion and no specialized knowledge!  Don’t get cute!
· For Evaluation contest:  get Test Speaker.  Test Speaker should not be a member of the same club as any contestant.
· Sign all certificates, if necessary.
· Prepare the program or agenda.  List contestants in alphabetical order by last name, without educational designations (CC, ACB, DTM etc.)  Do not list speech titles.
· Although the chief judge is responsible for providing Judges’ ballots, Counter and Timer sheets, it is a good idea for the Contest Chair to bring copies of everything, ‘just in case’.
· 2016-2017:  ensure each contestant is eligible (itemized in Rule Book)

Toastmaster 

· Draw speaking order.  Hint:  Number 3 x 5 index cards; have contestants draw a card and write their name and speech title if appropriate.
· Confirm pronunciation of contestants’ names
· Brief contestants on the rules.  (Sometimes this can be done by the Contest Chair)
· Advise contestants of the speaking area
· Make sure no contestant is wearing a badge or name tag
· For Evaluation:
· Obtain title of Test Speaker’s speech. To introduce them, announce name, speech title, speech title, name ONLY
· When announcing contestants, announce contestant’s name twice ONLY
· For Table Topics:  announce topic, contestant’s name, contestant’s name ONLY
· For Speech contest:  announce name, speech title, speech title, name ONLY
· Skip the interviews, especially in between contests









Chief Judge

· Brief Judges, Ballot Counters, Timers on all rules, especially originality and protest
· Collet Judge’s Eligibility forms from each judge
· Collect all “Certificate of Eligibility and Originality” forms from the contestants
· Read the contest rules to all (audience).  This should always be done at the Club and Area contests; it is optional at the Division contest and not done at the District.  At the Division and District just the timing rules
· Provide judges with #10 envelopes for their ballots
· Make sure all the ballots are collected
· Be sure to collect the timer’s record and check to see if anyone was disqualified due to time
· Chief Judge collects the tie-breaking ballot and holds separate from other ballots
· Assist the ballot counters while they tally the votes
· Know how to use the Tiebreaking Judge’s ballot
· Know how to handle protest
· In most cases the Chief Judge is responsible for finding judges
· Remember—the judges are supposed to be ‘anonymous’.  The chief Judge should know when all the ballots are in by counting how many have been collected.
· Complete the Notification of Contest Winners form.  List ALL contestants and give to next level Contest Chair
· Complete Results form, in reverse order and is given to the Contest Chair
Required forms:
1. Certificate of Eligibility and Originality
2. Speech Contest Profile Sheet
3. Notification of Contest Winner
4. Results Form (item 1168)
5. Counters Tally Sheet
6. Speech Contest Time Record Sheet
7. Judge’s Guide and Ballot (one for each judge)
a. Humorous Speech
b. Table Topics
c. International Speech
d. Evaluation
8. Tie-breaker Judge’s Guide and Ballot for each of the above
9. Optional:  (Contest Chair’s responsibility to provide)
a. Certificates of Participation
b. Certificates for 1st, 2nd, and 3rd place winners
c. Trophies or other awards
d. Certificates of Appreciation and/or small gift for each volunteer

Sergeant At Arms 

· Attend contestant briefing (by the Toastmaster) in order to find out:
· Speaking order
· Possible props needed and handling
· Speaker room set-up, including whether or not they need the lectern
· Call the meeting to order
· Accompany contestants out of the room for Table Topics and Evaluation contest. Assure the contestants are out of hearing range of the contest
· For Evaluation contest:  at the end of five minutes prep time, be sure to collect all the contestants’ notes, except for contest number 1, who keeps his/her notes.  Hint:  put notes in speaker order to make sure to return the notes to each speaker.  Make sure to return their notes before they enter the contest room.
· Call contestants one by one when it is their turn to compete and escort them to the contest room

     Contestant 

· Video Release Form
· 2016-2017 ineligible: District Officers and campaigning candidates
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