Guide to Assignments at a Toastmasters Meeting

The following is a guideline on the various aspects that take place at a Toastmasters International evening:

1. CALL TO ORDER: Call to order by the Sergeant-at-Arms, who then asks the meeting to be upstanding while Grace is said.

2. GRACE: Grace should be short, appropriate to the occasion.  Time approximately 1 minute.

3. SERGEANT-AT-ARMS: Sergeant-at-Arms then hands CONTROL of the meeting over to the President.

4. PRESIDENT’S WELCOME: The President’s welcome should be short, to the point, and when guests are present, every effort should be made to make them feel at home.

5. TOASTMASTER OF THE EVENING: If there is a Toastmaster of the Evening, control of the meeting is handed over to him, otherwise the President continues to act as Toastmaster of the Evening and the meeting proceeds.

6. AGENDA AMENDMENTS: Agenda Amendments should be finalised by the VPE before the meeting and handed over to the President or Toastmaster of the Evening.

7. TOAST TO TOASTMASTERS INTERNATIONAL (if applicable): This should be included in the meeting on special occasions such as Charter Dinners, District or Divisional functions and competitions and is usually done by a senior Toastmaster.  Time 1,5 to 2,5 minutes.

8. TOAST OF THE EVENING: This toast is proposed to a person living or dead and not to imaginary people or things.  It may be proposed by any Toastmaster.  Time 1,5 to 2,5 minutes.

9. LOYAL TOAST (if applicable): This toast may be proposed to (a) the President of SA, (b) South Africa and all her peoples, or (c) the South African flag.  Protocol demands that this toast is proposed by the President of the club or a Toastmaster of senior rank.

10. BUSINESS SESSION: This is chaired by a Toastmaster who has experience or if it is being chaired by a Toastmaster for the first time, he should be seated next to a Toastmaster who can advise and guide him (or Club Parliamentarian).  At the beginning of this session, control of the meeting is handed to the chairman of the business session and at the end of this session, control is handed back to the President or the Toastmaster of the Evening.

11. TABLE TOPICS: This is the light-hearted part of the meeting and is chaired by any Toastmaster.  The timing for each subject is 1,5 minutes Green; 2 minutes Amber and 2,5 minutes Red.  However this timing can by the topics chairman but must never be longer than 2,5 minutes when the buzzer is sounded.  Particular care should be given to ensure that Toastmasters who are not participating in the other activities of the evening are nominated to take part in table topics and there should normally be about 6 to 8 speakers.  It is suggested that the General Evaluator pick the 2 best speakers and these Toastmasters become contestants in the club’s impromptu competition.  (This does not preclude other Toastmasters from participating.)  The table topics chairman hands control of the meeting back to the President or Toastmaster of the Evening.

12. DEBATE: Should there be a debate, this is usually chaired by a Debate chairman and 2 Toastmasters to speak for the motion and 2 Toastmasters against the motion and then discussion for the floor.

13. COMMUNICATION AND LEADERSHIP SESSION: This is the serious part of the evening when Toastmasters speak on various subjects and is run by a C&L session chairman.  At the beginning of this session, the President or Toastmaster of the Evening hands control of the meeting to the session chairman who introduces each speaker and informs the club of the objectives and the title of the speech and also which Toastmaster will evaluate the speech.  The timing for the C&L speeches 2 to 10 is normally 5 minutes Green; 6 minutes Amber and 7 minutes Red with a 30 second grace period either side. (The Icebreaker is shorter.)  After all the assignments have been completed, the evaluators all leave the room (having obtained the actual speech times from the Timekeeper).  During the period the evaluators are out, the time may be devoted to discussion by members on speeches presented, comments by visitors on the meeting or a mini-workshop on the various aspects of Toastmastering.

Evaluators are given 3,5 minutes to evaluate the various assignments and to inform the participants whether they have been successful or whether they have been successful or whether to repeat the assignment.  (The word FAIL is never used.)  Here too the General Evaluator will pick the best evaluator will pick the best evaluation of the evening for which a trophy is awarded.  Should a Toastmaster be doing an advanced assignment, the time may be longer, such as 8 – 10 hours or something else.  When the evaluators are finished, control of the meeting is handed back to the President or Toastmaster of the Evening.  

14. WORDMASTER (where applicable): The function of the wordmaster is to pick 2 or 3 words of the English language to discuss their derivation, use and meaning.  This session is sometimes held at the beginning of the evening and Toastmasters are asked to incorporate these words in the course of the evening.  Time 5 - 7 minutes.

15. AH COUNTER (where applicable): To control Toastmasters from using the words ah and um, an ah counter is appointed and every time these words are used, a bell is rung or a glass tapped.  (This is not done during the C&L session.)  At the end of the evening, a tally of each Toastmaster’s ah’s and um’s is announced.

16. GRAMMARIAN/ FINES MASTER: The function of the grammarian is to point out grammatical errors made by various Toastmasters for which a small fine is levied.

17. GENERAL EVALUATOR: The general evaluator is usually a senior Toastmaster and preferably from club or division whose function it is to evaluate the meeting, laying particular emphasis on both positive and negative sides.  The evaluation must be constructive and where mistakes have been made, should indicate where they can be rectified.  Time 3 – 5 minutes.

18. PARLIAMENTARIAN: The parliamentarian’s function is to ensure that the correct parliamentary procedure is used during the meeting, particularly during the business session.  He can also answer questions and give examples during the time the evaluators are out of the room.

19. CLOSURE OF THE MEETING: This is done by the President after the General Evaluator has completed his evaluation.     

