Tips for Evaluation Contest Master
I. Contestants Draw Speaking Positions.  At the beginning of the meeting the Contest Master has the contestants draw place numbers randomly before the contest begins. 

II. The Purposes of the Evaluation Contest At the beginning of the contest inform the audience of the purposes of the Evaluation Contest.
A. To encourage development of evaluation skills and to recognize the best as encouragement to all.
B. To provide an opportunity to learn by observing the more proficient evaluators who have benefitted from their Toastmasters training. 
C. To practice evaluating evaluators.
III. The Chief Judge will describe the Contest: 
A. At the beginning of this contest, a five- to seven-minute test speech will be presented. The test speech shall be either a contest-type speech, or taken from one of the assignments in the Competent Communication manual. Neither the manual project nor any objectives that the speaker may have shall be made known to the contestants, judges, or audience.  It is recommended that at all levels of the contest; the Toastmaster giving the test speech is not a member of the same club as any one of the contestants. 
B. Contestants are permitted to make preparatory notes during the test speech using the provided “Contestants Notes Sheet”.
C. At the conclusion of the test speech, all contestants shall leave the room, escorted by the Contest Sergeant-at-Arms. They then have five minutes to prepare their evaluation using the provided “Contestants Notes Sheet”.

D. Timing and preparation supervision shall be under the control of the Contest Sergeant-at-Arms.

E. Where it is not practical for contestants to leave the room, contestants will complete their five minute preparation in the same room under the control of the Contest Sergeant-at-Arms.

F.  After five minutes have elapsed, no further preparation shall be allowed. With the exception of the first contestant, who shall be called back into the contest room as first evaluator, all others shall hand the provided “Contestants Notes Sheet” to the Contest Sergeant-at-Arms.  The “Contestants Notes Sheets” shall be handed back to each contestant as they are introduced, in turn, to present their evaluation.
IV. After the Chief Judge describes the contest and states the rules….
A. The Chief Judge will say “Let the Contest Begin!”
B. The Contest Master announces the speaking order of the contestants as determined by drawing random lots.

C. If the Chief Judge has not described the speaking area for the evaluation contestants, the Contest Master should describe it.
D. Remind everyone to turn their cell phones off.

E. Introduce the Test speaker by announcing only the speaker’s name, speech title, speech title, and the speaker’s name.

F. At the conclusion of the test speech, all contestants shall leave the room, escorted by the Contest Sergeant-at-Arms. They then have five minutes to prepare their evaluation using the provided “Contestants Notes Sheet”.
G. Call on the Table Topics Master to have 5 minutes of Table Topics while the Evaluation Contestants are out of the room preparing their evaluation.

H. After five minutes have elapsed, the Contest Sergeant-at-Arms should present the first contestant. 

I. Introduce each Evaluation Contestant by announcing the contestant’s name twice. (Note that this differs from the standard name, speech title, speech title, name, because evaluation speeches do not have titles.)

J. After each contestant finished their evaluation announce 1 minute of silence between speakers for the judges to fill out their ballots. Have the timers signal you when the 1 minute of silence has concluded.
K. After the last contestant has spoken, allow sufficient time for the Chief Judge and the ballot counters to collect all ballots from the judges. 

L. After the Chief Judge and the ballot counters leave the room with the ballots, continue to lead the evaluation portion of the meeting by following the agenda.
M. The timer should report on the non-contest portions of the meeting only.

N. After the evaluation portion of the meeting, you can present the participant certificates to the evaluation contestants.

O. The Chief Judge will hand you the contest Certificates to present to the contest winners.

P. Return control of the meeting to the presiding officer to adjourn the meeting. 
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