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	This plan is a guide only.  Be sure to thoroughly review the Speech Contest Rulebook for specific contest requirements. See also supplemental information for virtual contests, which may need to start sooner than the timeline shown below.

	Item

#
	Description
	Action

by 
	Complete

by (date)

	Prior to Any Contest

	1
	Decide date, time, and location.  (For Area and Divisions, try to avoid time/day of other contests in the Area or Division).  For club contest, recruit contestants.
	Contest Chair
	1 month before contest

	2
	Decide if meal/refreshments will be part of contest
	Contest Chair
	1 month before contest

	3
	Estimate budget (meals, printing, postage, publicity, etc) for contest and decide how much to charge, if any.  Special guests, like District Director should not have to pay.  Contestants cannot be charged.
	Contest Chair
	1 month before contest

	4
	Reserve room, make meal arrangements, as needed.  For District contest, ensure proper video recording equipment available (see Video Recording Guidelines For District Online Speech Contests)
	Contest Chair
	1 month before contest

	5
	Send out Contest Notification/Invitation [for above club level include Area Clubs, Area Director, Division Director, District Director, District Program Quality Director, District Club Growth Director & local community - include contact info]
	Contest Chair
	1 month before contest

	6
	Order (or download) certificates of participation for test speaker, evaluators, and speakers; get trophies and certificates from District or Division Director, if provided
	Contest Chair
	3 weeks before contest

	7
	Download (and print as needed) contest forms and Contest Rulebook (see https://d54tm.com/contests-1)
	Contest Chair
	3 weeks before contest

	8
	Select Chief Judge, Contest Toastmaster, Sergeant at Arms
	Contest Chair
	3 weeks before contest

	9
	Above club level, obtain winners of Club (or previous lower level) contests
	Contest Chair
	1 week before contest

	10
	Notify contestants of contest time & place, rules, eligibility requirements, request them to fill out and return Speech Contestant Profile and Speaker’s Certification of Eligibility and Originality Sheets.  Provide contestants with Contest Rulebook
	Contest Chair
	1 week before contest

	11
	Select individual who will be the “Test Speaker” (must be a paid TM member) for the Evaluation Contest; (preferably not a member of the same club as any one of the contestants)
	Contest Chair
	1 week before contest

	12
	Select judges (5), tiebreaking judge (1), counters (2), timers (2), sergeant at arms (1).  Note: Chief Judge should solicit judges in advance of contest – (Note that more functionaries are needed for Division & District levels) – goal is balanced representation across Area, Division or District – see section 5A of Contest Rulebook for more specific requirements.  Provide Contest Rulebook to functionaries and advise of contest tutorials at https://www.toastmasters.org/resources/speech-contests  
	Chief judge
	preferably 1 week before contest day, esp for judges

	13
	Request judges to return completed Judges Eligibility and Code of Ethics Form.
	Chief judge
	preferably 1 week before contest day

	14
	Prepare contest agenda - do not include club name or number or Area or Division against name of contestants – list them in alphabetical order
	Contest Chair
	several days before contest

	15
	Final arrangements for room layout and equipment for contest (timing lights & cards, flag, camera, video camera, pencils & special forms for evaluation contestants, refreshments, separate room available for Evaluation and for Table Topics Contestants)
	Sergeant at Arms
	no later than day before contest

	16
	Check Eligibility of Contestants (check w/TI, or use Eligibility Assistant on toastmasters.org, that member paid is up & see section 2 of Speech Contest Rulebook); contact contestants and judges and request to arrive at least 1/2 hr early & request completed Contestant Certificate of Eligibility & Originality.  For District contest: ensure all contestants sign and submit the Region Quarterfinals Video Release Form.
	Contest Chair
	no later than day before contest


	Day of Contest - Briefings & Preparations

	17
	Final Room setup - (include timing device & stopwatches - have colored cards for backup, lectern, flag, microphones & video recording equipment (if needed) - 1 hr before contest
	Sergeant at Arms
	contest day, prior to start

	18
	Brief Contestants – See Contestant Briefing Info
	Contest Chair & Contest TM
	Any day or time, prior to start

	19
	Brief Timers, Ballot Counters and SAA’s – see Contest Timer, Ballot Counter and SAA Briefing Info
	Chief Judge
	Any day or time, prior to start

	20
	Brief Judges – see Contest Judges Briefing Info
	Chief Judge
	Any day or time, prior to start

	21
	Brief Tiebreaking Judge (separate from other judges) – see Contest Judges Briefing Info
	Chief Judge
	Any day or time, prior to start

	22
	Call to Order and Introduce Contest Toastmaster
	Sergeant at Arms
	contest day

	23
	Invocation & Pledge
	Contest TM
	contest day

	24
	Welcome Guests, followed by meal break (if meal included)
	Contest TM
	contest day

	25
	Introduce any District Officers present (Order of intro: past International officers; past District Governors/Directors; District Director;  Club Quality Director; Club Growth Director; Division and Area Directors; Special Guests)
	Contest TM
	contest day

	26
	Housekeeping rules:

· Photographs during the speeches are not permitted.  

· Please silence mobile phones.  

· No-one allowed in or out of room when a contestant is speaking.  OK during one minute of silence.
	Contest TM
	contest day


	Day of Contest - Evaluation Contest 
(Contest TM can be the Chair)

	27
	Indicate that all Contestants have been briefed.  Ask Chief Judge if Judges, Timers, Ballot Counters have been briefed
	Contest TM
	contest day

	28
	Indicate that Judges, Timers, Ballot Counters have been briefed
	Chief Judge
	contest day

	29
	Explain to the audience that purpose of Evaluation Contest is for Contestants to each evaluate a speech given by a test speaker.  Contestants are then judged based on the content of the Judge’s Form. (OPTIONAL: review Ballot content). 
Announce Contestants speaking order.  
OPTIONAL: Introduce Head Timer
	Contest TM
	contest day

	30
	OPTIONAL: Explain Timing Rules (2-3 minutes; min 1:30, max 3:30; green at 2 min, yellow at 2:30, red at 3:00; 1 minute between contestants for Judges to mark Worksheets). Test Speaker is 5-7 minutes 
	Head Timer
	contest day

	31
	Explain rules for Contestants - (Once Test Speaker is finished, contestants will leave the room for 5 minutes to prepare.  Contestants return to main room one at a time in the speaking order to provide their evaluation.  Once they give their evaluation, contestants can stay in the room)
	Contest TM
	contest day

	32
	Introduce pattern speaker - Intro by Speaker Name, Speech Title, Speech Title, Speaker Name - say nothing else
	Contest TM
	contest day

	33
	Once Test Speaker is completed, evaluation contestants are escorted from room and have 5 minutes to prepare evaluations.
	Sergeant at arms
	contest day

	34
	Interview Test Speaker, present certificate of appreciation to Test Speaker and make announcements (e.g. next level contest date/location) during evaluation preparation.
	Contest TM
	contest day

	35
	Advise when 5-minute preparation time is up.
	Head Timer
	contest day

	36
	Notes taken from Evaluation Contestants.  Eash is brought back into room one at a time, when notes are returned to him/her.
	Sergeant at arms
	contest day

	37
	Introduce Contestants one at a time: State contestant’s name, then repeat contestant’s name - say nothing else
	Contest TM
	contest day

	38
	Allow one minute of silence after each evaluation for judges to mark worksheets, then bring in next contestant.
	Contest TM
	contest day

	39
	After last contestant, direct judges to finalize voting and sign their ballots and submit bottom portion.  Allow as much time as needed.
	Contest TM
	contest day

	40
	Collect Ballots from Judges
	Counters
	contest day

	41
	Collect, check and verify Time Record Sheets from Timers & 

Collect Tie Breaking Judge’s Ballot
	Chief Judge
	contest day

	42
	Interview each contestant after Chief Judge and Ballot Counters have left room.  (Allow 2 minutes each max).  Ask Name, Club Name and Club Location, Division, then ask several questions based on their profile sheet and/or their speech.  Present Certificate of Appreciation to each contestant after interview.
	Contest TM
	contest day

	43
	Break, as needed, or turn over to Contest Chair
	Contest TM
	contest day


	Day of Contest - Table Topics Contest 
(Contest TM can be the Chair)

	44
	Develop a Table Topic for the Contestants to address (do not reveal to anyone ahead of time)
	Contest TM
	on/before contest day

	45
	Indicate that all Contestants have been briefed.  Ask Chief Judge if Judges, Timers, Ballot Counters have been briefed
	Contest TM
	contest day

	46
	Explain Table Topics Contest rules & eligibility (Member in good standing of club in good standing) and that Judges, Timers, Ballot Counters have been briefed; Also, state that once they give their Table Topic speech, contestants can stay in the room.
	Chief Judge
	contest day

	47
	Explain that purpose of Table Topics Contest is for Contestants to compete and be judged based on the guidelines in the judges Ballot. (OPTIONAL: review Ballot content) 
Announce Contestants speaking order. 
OPTIONAL: Introduce Head Timer
	Contest TM
	contest day

	48
	OPTIONAL: Explain Timing Rules (1-2 minutes; 1:00 min, 2:30 max; green at 1 min, yellow at 1 min 30 sec, red at 2 min; 1 minute between contestants for Judges to mark Worksheets)
	Head Timer
	contest day

	49
	Ask Sergeant at Arms to escort all but the first contestant from the room.
	Contest TM/Sgt at arms
	contest day

	50
	Introduce Speaker - Intro by Speaker Name, state the Topic, repeat the Topic, then repeat Speaker Name - say nothing else, Speaker then presents their Table Topic.
	Contest TM
	contest day

	51
	Allow one minute of silence after each speech for judges to mark worksheets.  Bring in next contestant.
	Contest TM
	contest day

	52
	After last speech, direct judges to finalize voting and sign their ballots and submit bottom portion.  Allow as much time as needed.
	Contest TM
	contest day

	53
	Collect Ballots from Judges
	Counters
	contest day

	54
	Collect, check and verify Time Record Sheets from Timers & 

Collect Tiebreaking Judge’s Ballot
	Chief Judge
	contest day

	55
	Interview each contestant after Chief Judge and Ballot Counters have left room.  (Allow 2 minutes maximum).  Ask Name, Club Name and Club Location, Division, then ask several questions based on their profile sheet and/or their speech.  Present Certificate of Appreciation to each contestant after interview.
	Contest TM
	contest day

	56
	Break, as needed, or turn over to Contest Chair
	Contest TM
	contest day


	Day of Contest - International, Humorous and Tall Tales Contests
(Contest TM can be the Chair)

	57
	Indicate that all Contestants have been briefed.  Ask Chief Judge if Judges, Timers, Ballot Counters have been briefed
	Contest TM
	contest day

	58
	Explain Speech Contest rules (Member in good standing of club in good standing; for International Speech: 6 speeches in CC Manual, or Levels 1 & 2 Pathways, prior to Club Contest, except for Charter member of Charter club; 

Originality – must be substantially original, must quote sources). Indicate that Judges, Timers, Ballot Counters have been briefed.
	Chief Judge
	contest day

	59
	Explain that purpose of Speech Contest is for Contestants to compete and be judged based on the Judge’s ballot 
(OPTIONAL: review Ballot content). 
Announce Contestants speaking order.  OPTIONAL: Introduce Head Timer
	Contest TM
	contest day

	60
	OPTIONAL: Explain Timing Rules 

· for International and Humorous: 5-7 minutes; 4:30 min, 7:30 max; green at 5 min, yellow at 6 min, red at 7 min; 

· for Tall Tales:  3-5 minutes; 2:30 min, 5:30 max; green at 3 min, yellow at 4 min, red at 5 min 

Timer will time 1 minute between contestants for Judges to mark Worksheets
	Head Timer
	contest day

	61
	Introduce Speaker - Intro by Speaker Name, Speech Title, Speech Title, Speaker Name - say nothing else
	Contest TM
	contest day

	62
	Allow one minute of silence after each speech for judges to mark worksheets.  Bring in next contestant.
	Contest TM
	contest day

	63
	After last speech, direct judges to finalize voting and sign their ballots and submit bottom portion.  Allow as much time as needed.
	Contest TM
	contest day

	64
	Collect Ballots from Judges
	Counters
	contest day

	65
	Collect, check and verify Time Record Sheets from Timers & 

Collect Tiebreaking Judge’s Ballot
	Chief Judge
	contest day

	66
	Interview each contestant after Chief Judge and Ballot Counters have left room.  (Allow 2 minutes maximum).  Ask Name, Club Name and Club Location, Division, then ask several questions based on their profile sheet and/or their speech.  Present Certificate of Appreciation to each contestant after interview.
	Contest TM
	contest day

	67
	Break, as needed, or turn over to Contest Chair
	Contest TM
	contest day


	Post Contest

	68
	Advise any originality or eligibility disqualification to affected speaker.  Allow speaker to respond if there is originality disqualification.  Majority of judges then decide if disqualification is appropriate.
	Contest Chair & Chief Judge
	contest day

	69
	Collect Contest results from Chief Judge, using Results Form (#1168)
	Contest Chair
	contest day

	70
	If possible, print award certificates for 3rd, 2nd then 1st place.
	Contest Chair
	contest day

	71
	Announce to audience if there is any time disqualification, but do not mention which contestant(s) or the time
	Contest Chair
	contest day

	72
	Invite dignitaries to help announce contest winner(s).  Announce no more than top three finishers in reverse order – i.e. announce 3rd, 2nd then 1st   

Explain how top finisher (or top two finishers) will go on to next level, depending on how District has decided to handle:

· Clubs in areas with 4 or fewer clubs can send top two finishers to Area Contest

· Areas in Divisions with 4 or fewer Areas can send top two finishers to Division Contest

· Divisions in Districts with 4 or fewer Divisions can send top two finishers to District Contest

Present awards - certificates & trophy to top finisher(s) who will go on to next level.
	Contest Chair and/or District Officer
	contest day

	73
	Thank all who helped in Contest(s) – judges, timers, pattern speaker, contest chair, chief judge, sergeant at arms

Thank all people for coming.  

Thank and congratulate contestants

Reminder of date, time, location of next level of Contest
	Contest Chair
	contest day

	74
	Take photos of winners for submittal to local papers, social media posts, etc.
	Sgt at Arms
	ASAP after contest

	75
	Secure name, address, phone number of first and second place winners of both contests.  (Info should be on Contestant Profile Sheet (#1189).  Send information to Chairman of contest at next level, using Notification of Contest Winner form (#1182).  Also send Eligibility form and Contestant Profile Sheet on each contestant going to next level, including the alternates’ forms
	Contest Chair
	ASAP after contest

	76
	Send out News Releases (include photos, if possible), and notification to contestant’s employer
	Contest Chair
	ASAP after contest

	77
	Pay all bills relating to the contest
	Contest Chair
	ASAP after contest


Contest Judges Briefing Info (for Chief Judge’s use)
1. PROVIDE TIEBREAKING JUDGE’S BALLOT TO TIEBREAKING JUDGE, WHO SHOULD BE BRIEFED SEPARATELY FROM THE OTHER JUDGES.

2. Obtain a signed Judges Eligibility and Code of Ethics Form from each judge. (Tiebreaker judge does not attend the briefing – TB Judge is briefed separately.)

3. Provide Judging Ballot and envelope to each judge.

4. Judges should use the criteria – recommend they review back of judging form

5. Be impartial (gender, club affiliation, race, etc) see back of form for Ethics

6. Judges are to pick a winner – it’s not an evaluation

7. Judges should carefully watch and listen to each speaker.  Make any notes that will help to rate the speech, on the top portion of the judging form or on a separate sheet of paper.  For Evaluation Contest, judges need to also pay attention to Test Speaker.  Advise judges to sit where they can see and hear speakers. 
8. Provide contestant speaking order – Judges can enter contestants’ names in speaking order onto top of the form.

9. During the minute of silence after each contestant finishes, record your ratings for that speaker onto the form.  Suggestions, not requirements: a) Fold the form to hide your ratings for each speaker before the next speaker begins, or use a separate piece of paper to cover your ratings for previous speakers as you judge each new speech.  b) Total the points for each speaker only after you have recorded your ratings for all the speakers.

10. Tally up to decide winner, using criteria as a guide – total points.  

11. JUDGE MUST indicate first, second and third place ON THE BALLOT.  DO NO INDICATE A TIE FOR ANY POSITION
12. TiebreaKING judge must list all contestants (e.g. if there are 5 contestants, tiebreaker judge must list 1st, 2nd, 3rd, 4th, and 5th places on tear off ballot).  NO TIES ALLOWED.
13. Don’t worry about the time – timer will handle

14. If judge thinks speech (for International, Tall Tales, or Humorous) is not substantially original (at least 75% of the content must be), or the speaker references a previous speaker’s speech in that same contest, bring it up to Chief Judge or Contest Chair.  ONLY JUDGES AND CONTESTANTS CAN PROTEST.
15. JUDGE MUST SIGN THE BALLOT.  Suggest they sign during the briefing.

16. Judges must print name on the ballot where indicated.
17. Tear off bottom portion, place in envelope and hand in to ballot counters; tiebreaker ballot goes to chief judge only

18. Top portion is for judge’s eyes only – destroy, do not share

19. Any questions?
20. Thanks for helping
Contestant Briefing Info (for Contest Chair use)
1. Verify presence of all contestants, Contest Toastmaster, and test speaker for Evaluation Contest

2. Obtain signed Certificate of Eligibility and Originality from each Contestant and give to Chief Judge

3. Obtain completed Speech Contestant Profile sheet from each contestant – ensure speech title is listed and is still correct (title not needed for Table Topics or Evaluation Contests) – then give to Contest Toastmaster (to use for introductions and interviews) along with Certificates of Participation*

4. Provide each Evaluation Contestant with Evaluation Contestant Notes (#1177) – the only form that can be used for notes during the contest.
5. Check name pronunciation of each contestant – be sure Contest Toastmaster hears

6. Check that contestants can see the timing lights (and backup timing cards) and that they work.  
7. Review Speech Contest rules: (disqualification can only be for: time, eligibility, originality or referencing a previous speaker’s speech; reminder that they signed Eligibility and Originality Form!)  

8. Review qualifying time requirements (4:30 to 7:30 for International and Humorous; 1:30 to 3:30 for Evaluation; 1:00 to 2:30 for Table Topics; 2:30 to 5:30 for Tall Tales).
9. Visually impaired contestant may have option to choose alternate form of warning, which may be an audible device, which contestant must provide.

10. Review originality guidelines for contests with prepared speeches (Twenty-five percent or less of the speech may be devoted to quoting, paraphrasing.  Any quoted, paraphrased, or referenced content must be so identified during the speech presentation), otherwise can be disqualified.  Disqualification can also occur the speaker references another contestant’s content.  

11. Protests on a Contestant’s speech originality must be made to the Contest Chair or to the Chief Judge and can only be made by another Contestant or a Judge.  Any protest must be lodged prior to winner announcement.
12. Allow contestants to do sound and video check as needed – consider doing this well before the actual contest.  Critical for District Contest where the video recording will be used for the International Speech Contest Quarterfinals.

13. Define the speaking area.  All must speak from that area.  Outside of area, judges can markdown.

14. All props must be set up during the minute of silence prior to the contestant’s speech and removed from the stage in the minute of silence following the speech.  Contestants may enlist someone to help them with props, but it is not the respon​sibility of the contest chair or any other contest official to do so. 

15. Draw for speaking positions and advise Chief Judge and SAA’s of results.

16. Wish contestants well

* Profiles and Certificates of Participation are put in speaking order and given to Toastmaster to facilitate interviews.  Suggestion:  Obtain the Contestant Profiles prior to day of contest, and Print Certificates of Participation before Contest.

Timer, Ballot Counters & Sgt at Arms Briefing Info (for Chief Judge’s Use)
Timer Briefing
1. Review timing guidelines with the timers

2. Distribute Timer Record Sheet and advise that Chief Judge will collect after the end of the contest

3. Timing begins with contestant’s first definite verbal or nonverbal communication with the audience. 

4. Instruct timers that one handles timing device (stopwatch) and the other the signaling device (lights or cards, etc).  Timer handling stopwatch records the time for each contestant on the Timer Record Sheet and submits to Chief Judge in the envelope provided.  
5. Explain that if timing device or light fails during contest, they should advise the Chief Judge.  (Additional 30 seconds is allowed if failure occurs). Be sure to indicate on the Speech Contest Time Record Sheet if there was a timing device failure.
6. Explain light sequence (green, yellow, red) for Table Topics (1, 1 ½, 2 minutes), Evaluation Contest (2, 2 ½, 3 minutes), Tall Tales (3, 4, 5 minutes) and International or Humorous (5, 6, 7 minutes).

7. Ensure that timing device is working properly and can be seen by contestants 

8. Advise timers to provide a light cue for the Contest Toastmaster of one minute after each contestant finishes.  No light needed after final contestant.
9. Ask timers that during the contestant interviews, they turn on the green light at 1 minute, yellow at 1 ½ and red light at 2 minutes.  

Ballot Counter Briefing

1. Chief Judge will check Timer Report for any time disqualification.

2. Explain how Counter Tally Sheet works.  (Record points by reviewing each judge’s ballot – 3 points for first, 2 for second and 1 for third).

3. Chief Judge leads ballot counting.  All ballots to be counted twice.  Numbers will be verified by all Ballot Counters for accuracy.  Contestants disqualified for time will not be included in the Counter Tally.
4. Advise Counters to disperse around the room to collect ballots after last contestant finishes.
5. Remind Counters that results must be confidential until results are announced.

6. Chief Judge enters the names of the winners in reverse order on the Results Form (Item 1168) and gives it to the Contest Chair.  After the winners have been announced, the chief judge will destroy all ballots, the time record, and the tally sheet.

Sergeant at Arms Briefing

1. Need a person posted at each point of entry to the room

2. No-one allowed in or out of room when a contestant is speaking.  OK during one minute of silence.

3. For Evaluation Contest, a SAA is needed in room where Contestants meet.  Notes to be taken from them after 5 minutes.  Notes given back as each contestant re-enters contest room.  
4. For Table Topics Contest, a SAA is needed in room where Contestants meet. SAA brings in Contestants one at a time in the speaking order.

Additional Considerations for Online Speech Contests, when conducted
1. See 479 - Online and Hybrid Speech Contest Best Practices document from Toastmasters International for many details to consider for On Line Contests.  Specific practices that are critical are summarized below and are based on using Zoom for the platform.  These are in addition to, or sometimes in place of, the Contest Plan and Briefings described above.  See also Video Recording Guidelines For District Online Speech Contests.
2. Prior to Any Contest:

a. Assign Zoom Master/SAA’s.  Will need Zoom Master/SAA for main room (and another for breakout room for Ballot Counters and for Evaluation or Table Topics Contest).  

b. Develop contingency plans for technical difficulties:  Extra Judges, Ensure timer cards for backup to virtual background, tested communication system outside of the Zoom Chat.
3. Judges Briefing adjustments/modifications:

a. If briefing is done on contest day, assign Judges to a breakout room.  Preference is to brief earlier on a separate day, but use the platform (e.g. Zoom) to brief in either case.
b. Assign each judge a number during the briefing.  They should rename themselves to their judge number (e.g. judge 1, judge 2, etc) and check that there is no image displayed when their video is turned off.  Judges must remain anonymous. 
c. All judges must turn off both audio and video during contest.
d. Identify how ballots will be collected (e.g. email, text, Google Drive, etc).  Might need to vary by judges capabilities. Judges should submit only bottom portion of form.  Recommend using a picture of SIGNED ballot portion for submittal to Chief Judge and Ballot Counters.  If full Judges Form is submitted electronically, top portion should be blank.  


[image: image2.png](Detach and submit to counters)

NOTE: Votes must be cast for first, second

Judge’s Official Ballot - International Speech Contest and third place or the ballot will be voided.

Write contestants’names in the space below. Counters will assign points.

First Place (receives three points):

Second Place (receives two points):

Third Place (receives one point):

(Signature of Judge) (Judge’s Name; Please Print)
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Tiebreaking Judge’s Official Ballot - International Speech Contest
Name of Contestant

First Place: Fourth Place: Seventh Place:
Second Place: Fifth Place: Eighth Place:
Third Place: Sixth Place: Ninth Place:

Tenth Place:
-

(signature of Judge) (Judge's Name; Please Pring)





e. Ensure and test a way for Judges and Chief Judge to communicate (text preferred?) in event of lost connection
f. Breakout room will be used if there is a protest.  If judge protests for originality, suggest they indicate it on the ballot or through agreed communication method.
g. Judges should not take into consideration a contestant’s audio or video quality
h. Judges should transmit ballot to Ballot Counters and Chief Judge.  Tiebreaking Judge Ballot to Chief Judge only.
i. It is highly recommended that Judges be select who have some technical aptitude for electronically transmitting the ballot to the Chief Judge and Ballot Counters.  
4. Contestant Briefing adjustments/modifications:
a. Brief Contestants using Zoom.  Timers should attend.
b. SAA/ZoomMaster should attend the briefing

c. Practice Breakout Rooms for Table Topics and Evaluation Contest contestants with assigned SAA’s

d. Consider doing briefing day(s) before the actual contest to work out technical issues

e. Have contestants test microphones, cameras, lighting, speaking area limitations, have them use the space (gestures/movements) as they would in their speech.
f. Develop and implement a simple process for determining speaking order (playing cards, numbered papers, etc) 
g. Breakout room will be used if there is protest.  Protested contestant will be brought into the room after judges confer.
h. Cover and test the process for communicating (text?) with the chief judge in case contestant loses connection or a contestant need to lodge a protest. (text?)

i. Ensure Contestants know how and practice turning on and off audio and video.

j. Ensure Contestants can see timing lights – recommend they PIN the Timer #2 (timer with signals) before they begin speaking.  Zoom Master will then Spotlight the Contestant.
k. During contest, once contestant is ready to proceed and has pinned the Timer #2, say “Ready” and then Contest Toastmaster will introduce the Contestant.

l. Contestant must mark their own speaking area.  

m. Set camera at eye level

n. Avoid mobile phone for camera

o. Avoid virtual background which can lead to distortion

5. Ballot Counters, Timers and SAA Briefing adjustments/modifications:

a. Agree on method for receiving ballots and timer sheets (text, email, etc) but use official forms.
b. Ballot counters will use breakout room with Chief Judge for counting.  Can use screen share for completing the Counter Tally Sheet.
c. Timers must check that timer display works (virtual background?) and Timer #1 (with stopwatch) can take over signaling if problem occurs.  Timer #1 submits Timer Record to Chief Judge.  
d. Backup system using timing cards should also be available.  Use color and large lettering signals (virtual background or paper display).  

e. Ensure any speaker disability to see signaling is addressed – use sound?
f. Remind timers to signal red at end of minute of silence.

g. Remind timers to alert Chief Judge if there are timing device problems

h. Ensure there is a communication system between timers in case of timing failure and between 
i. It is highly recommended that Ballot Counters and Timers be select who have some technical aptitude for electronically transmitting and receiving the ballots, timer sheets, and notification of winners to the Chief Judge and Ballot Counters.  
6. Day of Contest:

a. Ask dignitaries to rename themselves with name and title – see Item 25 in the Contest Plan.

b. The chief judge, contest chair, timers, and contestants should rename as: role + name
c. Judges should double check they have only judge # displayed and no image or video. 
d. All judges must turn off both audio and video during contest.  Regarding applause – Note that in Zoom there is a Reactions button at the bottom of the screen, to the right of Chat. It has a Clap Hands icon and can be used to acknowledge speakers.
e. Recommend disabling Chat feature to avoid disruption to speaker, unless needed for functionary communication.  If enabled, advise audience not to use Chat. 
f. Double check that communication (texting or email, etc?) is working:  among Chief Judge, Judges and Ballot Counters and Contest Chair; between two timers;  among timers and Chief Judge; among each Contestant, Contest Chair and Chief Judge.  

g. Zoom Master to create a breakout room per Evaluation or Table Topics Contest where all contestants and a SAA are sequestered.  

h. Zoom Master to test broadcasting to members of the breakout room.  

i. Once per contestant the Zoom Master sends broadcast message to the breakout room for the next contestant to leave the breakout room and return to the main room.  
j. Zoom Master will need to initiate recording for District Contest per contestant of the International Speech Contest.
k. Zoom Master or Contest Toastmaster display or make the following statement: “By attending this remote speech contest, you agree to the privacy policy of Toastmasters International as well as the unassociated remote hosting service. Some of your personal information, such as name, image, and any shared messages may be shared with other meeting participants and will be recorded by Toastmasters International who may use the recording in the future as it sees fit. Your remote attendance hereby discharges Toastmasters International from all claims, demands, rights, promises, damages and liabilities arising out of or in connection with the use or distribution of said video recordings, including but not limited to any claims for invasion of privacy, appropriation of likeness or defamation.”
l. Zoom Master spotlights Speaker once Speaker pins the Timer #2.

Speech Contest Resources
Contest Rulebook, Contest Forms, Contest Kits, Contest Tutorials, Video Recording Guidelines, Online and Hybrid Speech Contest Best Practices, Contest Certificates are available on the Toastmasters.org site:

https://www.toastmasters.org/resources/speech-contests
also check out the District 54 website:

https://www.d54tm.com/contests-1 
Judge must indicate placement for first, second and third place contestants





Tiebreaking Judge must indicate placement for ALL contestants





Sign and print name
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