District 6 Speech Contest

Chief Judge Briefing Notes & Checklist

Pre-contest Preparation:

	Checklist Item #
	Description
	Completed?

	1
	Timing lights functional & visible
	

	2
	1 set Timing cards (in case timing lights fail)
	

	3
	2 stopwatches for Timers
	

	4
	1 stopwatch for Sergeant-At-Arms (SAA)
	

	5
	Eligibility forms for all Contestants
	

	6
	Bio forms for all Contestants
	

	7
	2 Ballot Counters 
	

	8
	2 Timers 
	

	9
	SAA  + assistant 
	

	10
	Identify room for Table Topics contestants to be escorted to
	

	11
	With Toastmaster and Contest Chair, define the speaking area
	

	12
	Make sure Toastmaster had contestants draw for order. No trades!
	

	13
	15 Table Topics judging forms
	

	14
	15 International speech contest forms
	

	15
	Table Topics Tie-Breaker ballot
	

	16
	International Tie-Breaker ballot
	

	17
	17 Envelopes for judges ballots.
	

	18
	Brief Timer & Asst Timer timing procedures. 
	

	19
	Brief SAA on procedure escorting  Table Topics contestants in and out of contest room.
	

	20
	Brief Timer that stopwatch starts w/1st communication w/audience
	

	21
	Make sure every exit/entrance is monitored throughout contests.
	

	22
	Instruct wait staff to refrain from servicing the room during a contest.
	

	23
	Make sure Toastmaster meets to brief the contestants.
	

	24
	Make sure that Contest Chair is present at the briefing between the Chief Judge and judging team.
	

	25
	Brief Toastmaster on procedure for introducing contests.
	

	26
	
	

	27
	
	


Things to cover during Judges meeting with Chief Judge:
1. Contest Chair is ______________

2. Chief Judge is _______________________________________________

3. Code of Ethics

4. Confidentiality

5. Nonbiased judging

6. Protests

a. Lodged by a judge or contestant

b. Based only on originality

i. A majority of speech must be original.

ii. Author of story or quote must be credited by the speaker. 

c. Must protest prior to announcements of winners


7. Timing

8. Ballot procedures

a. Sign and print name on bottom of ballot

b. Speaking order will be announced. Write name of 1st contestant on the far right, 2nd contestant’s name in the next column to the left, and so on. 

c. Mark ballot during the one minute of silence following each presentation. Fold ballot back so that you can not see how you scored the previous contestant.

d. Judge contestant based on the performance you see today only. Previous speeches should not be under consideration at this time. 

e. After last contestant has presented, total the scores. Use scores to help you determine who you would like to place in 1st, 2nd, and 3rd. NO TIES!  You can place someone in a higher position than your scores indicate.

f. Tear off the bottom portion of the ballot, place in envelope, and hold envelope up for the Ballot Counters to collect. (Hint: You may want to tear off bottom portion prior to the start of contest OR start the tear before the contest. This will help you discretely remove the bottom during the silence following the contest). 

9. Tie Breaking procedure

a. Do not be concerned with what happens when there is a tie. The Ballot Counters and Chief Judge will handle. 

b. There is a Tie Breaker judge that has been identified.

c. The Tie Breaker judge will rank all 8 contestants. 

d. His/her ballot is sealed and given to the Chief Judge. 

e. Tie Breaker ballot is only opened in the event of a tie for 1st, 2nd, or 3rd place.

f. Tie Breaker ballot is used to break the tie ONLY. The other place(s) are not affected.

Page 1 of 2

