Guidelines For Chairing a Terrace@12 Toastmasters Meeting

A 10 step checklist for when you are chairperson …

1. At the end of the last meeting before you are Chair
Review the scheduled meeting roles (found at the bottom of the current agenda) and have anybody present confirm their role in person. Write the confirmations down so you know that they have confirmed already.

2. The same afternoon
Ensure you have the latest copy of the Club Contact list. You can obtain this from the VP Membership or the VP Public Relations
Contact and remind those who are scheduled to speak at the next meeting by phone/email.
As soon as possible confirm the:

· Scheduled speakers
· Speech evaluators
· Table Topics Master
· General Evaluator
· Timekeeper
· Assistant Sergeant at Arms
· Contact the VP Education if you have any questions or any problems arise.

3. Prepare the Agenda to make an interesting meeting 
Use the meeting agenda template found on the terrace@12 website www.terraceat12.co.nz
Work out the time for the two speaking slots. Sometimes when an advanced speech is scheduled you might have to cut down the Table Topics time or General business times. As a last resort, cut out the second speech.
The President usually conducts the General Business.  In his/her absence the Vice President Education or other nominated club officer takes over.
4. By Friday
Confirm the speakers and evaluators are still available. Send out a draft list of meeting roles identifying who has confirmed their role yet to members@terraceat12.co.nz .

Have one or two members offer to be backup for a role. Try to have a backup speaker for the meeting confirmed. Often the Toastmasters who have moved onto their Advanced manuals have the one or other prepared speech they have not gotten round to giving yet.
Obtain the title of the speeches and manual assignment details.

Make sure you have the correct timing for each speech, as different manuals often have longer or shorter timings than the standard time of 5-7 minutes.

Note Apologies from those who are unable to attend, and potential Guests names. Get the Guest Names from either VP Membership or if unavailable, VP Public Relations.
5. By Tuesday:

Send out the final agenda to the members of the club at members@terraceat12.co.nz. Also send out a copy to any guest that you know of. 

Contact those not on email to inform them of the meeting and any roles they have been assigned.

Contact the ASA or Chair of the last meeting to confirm the current location of the club equipment (banner, badges, lights etc.)

6. Wednesday, Meeting date:
Make sufficient photocopies of the agenda for the meeting (on average 12-15 copies work out). Incorporate any last minute changes

Arrive early (11:50 am) and ensure that your Assistant Sergeant at Arms arrives early too.

Retrieve the equipment (Lights, badges, banner etc) from either the cupboard in the meeting room on Mayfair. If not there, look in the wardrobe outside the meeting room. In Equinox, check the cabinet at the right corner of the meeting room. 
Help organise the room, set up the banner and charter, chairs, whiteboard, lectern, overhead projector, displays etc.

Make sure Assistant Sergeant at Arms is at the door to welcome guests and members, take down the name of any guests and who will be introducing them.  Guests should wear name tags and guests should sign the club’s Visitor Book.

The Table Topics Master should also be checking off those with assigned roles and those without to compile a list of potential table topics participants.

All members should be wearing their Toastmasters name tags.

7. Start of the Meeting

Check that all the speakers and evaluators have arrived; if not you will need to arrange some “cover” for their allotted assignment – use your backup speaker or evaluator if necessary.

Warn those who have arrived that the meeting will begin in a few minutes.

Start the meeting on time by banging the gavel and announcing the meeting is open.

Introduce yourself by name, and warm up the meeting with a few welcoming remarks.

Read out the apologies and make sure all guests are introduced by their sponsor.

Explain any alterations to the Agenda before the meeting gets underway.

8. During the Meeting

Explain various duties briefly for visitors as each event begins.

Stand to introduce the speakers and remain standing until they take their speaking position.

Alternatively call upon the Introducers (Evaluators) to introduce each speaker.

Make sure to shake their hand when they come up. This also ensures that you stay at the front until the next person takes the stage.
Lead the applause during the meeting and add a word or two to bridge the gap before the next event.  You could use jokes, quotes, stories, or reflections on the last speech.

9. Close of the Meeting

Thank all the Speakers and Evaluators, Assistant Sergeant at Arms, Timer, Grammarian, members and guests for coming.

Give a general reminder about the next meeting, especially if it includes a competition or something special.  (This should be noted on the Agenda as well.)

Finish on time and close the meeting.
Establish the next meeting’s chair and, if present, let the next chair confirm meeting roles. If the next chair is not present, try to confirm the roles on his/her behalf.

Help tidy up the meeting room and put away all equipment and resources.

Leave the room clean and tidy.
10. Have your performance evaluated 

If you’re working through your Competent Leadership manual, projects 4, 5, 7, 8 & 10 all have the Toastmaster (aka Chair) as a role required to complete the project.

Otherwise Speech 5 from the Specialty Speeches Advanced Manual is called “Introduce the Speaker”.  The objectives are to fulfil the functions of Master of Ceremonies, and handle the introduction of speakers at a club meeting.  This is an ideal assignment to complete when you are the chairperson.
Arrange for an Evaluator, or the General Evaluator to complete the Evaluation Guide for those assignments. Staple the agenda to your evaluation in the manual as evidence.

Contact the Vice President Education with any comments or concerns about the meeting, and to advise any forward programme changes you may be aware of.

PERSONAL NOTES/REMINDERS:
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