Division and Area Speech Contest Guidelines

1. Choose a Contest Chair that is familiar with Toastmasters Speech Contests. It would be best if they had attended several Division and District level contests. Keep in contact with them to make sure things are getting done. 

2. Choose a venue that is large enough to accommodate as many people as you expect to attend. 

3. Charge enough money to cover the cost of food and supplies.  

4. Choose a Chief Judge that has judged for a Division contest before.

5. Chief Judge should utilize Chief Judge script and checklist to ensure contest fairness.

6. Choose a Toastmaster that has participated (as contestant, judge, timer, SAA) in at least one contest at the Division level.

7. Identify a Tie Breaker judge. Tie Breaker should be someone from outside the Area for the Area contest and outside the Division for the Division contest. Only three people should know who the Tie Breaking judge is: the Tie Breaking judge, Contest Supervisor, and the Division Governor/Area Governor.

8. Utilize the top 3 as resources

a. Theo Black is Contest Supervisor for all Division contests except those that he is Toastmaster for. Jeanette is Contest Supervisor when Theo is not present. Contest Supervisor will attend the meeting with the Chief Judge and judging team. Contest Supervisor will go with Chief Judge and Ballot Counters to oversee ballot counting. Jeanette Bauch will attend the meeting with the Toastmaster and contestants. 

b. For Area Contests, the Division Governor is the Contest Supervisor.

9. Division Contest agenda outline for spring:

a. Call to Order



Sergeant-At-Arms

b. Welcome & Introduction of Dignitaries
Division Governor

c. Opening Remarks



Toastmaster

i. Review Contest procedures (timing, etc)

ii. Announce Speaking Order

iii. Ask Chief Judge if Judges have been briefed

d. Table Topics Contest 

e. 10 minute Break

f. International Speech Contest

g. Contestant Interviews

h. Announcements



Mary Swanson, DTM

i. Presentation of Awards


Division Governor & Mary Swanson
j. Acknowledgements



Division  Governor

k. Adjourn

10. Area Contest agenda outline:

a. Call to Order



Sergeant-At-Arms

b. Welcome & Introduction of Dignitaries

Area Governor

c. Opening Remarks



Toastmaster

i. Review Contest procedures (timing, etc)

ii. Announce Speaking Order

iii. Ask Chief Judge if Judges have been briefed

d. Table Topics Contest 

e. 10 minute Break

f. International Speech Contest

g. Contestant Interviews

h. Announcements



Division Governor

i. Presentation of Awards


Division Governor & Area Governor

j. Acknowledgements



Area Governor

k. Adjourn

11. Introduction of Dignitaries 

a. If any contestants are Past District Governors or other past District leaders, do not introduce them at the beginning of the meeting.

b. Introduce in this order: District Governor, Lieutenant Governor of Education and Training, Lieutenant Governor of Marketing, Immediate Past District Governor (if present), PRO, Treasurer, Secretary, Sergeant-At-Arms, Division Governors.

12. Explain these procedures to Toastmaster:

a. Pre-contest

i. Contestants meeting

1. Draw for speaking order LAST.

2. Review the rules and timing for each contest.

3. Identify the speaking area.

4. Find out from contestants if they have any props to setup, where they want the lectern placed, and if they want a microphone (if one is available).

5. Show them where the timing lights will be. Demonstrate what the lights will look like. 

6. Draw for speaking order. Contestants can not trade once speaking order is drawn.

ii. Make sure that a bio form and eligibility form has been collected from each contestant.

b. Opening remarks

1. Ask audience to turn off pagers or other noise makers.

2. Keep comments brief.

3. Ask audience to remain seated during the contest. If they must leave the room, do so during the minute of silence.

c. Table Topics

i. Sergeant-At-Arms escorts all but 1st contestant out of room (and takes them to a place that they can not hear what is happening).

ii. Announce contestant by Name only.

iii. Question is read slowly twice.

iv. Ask audience to remain silent for one minute for the judges.

v. After last contestant, instruct audience to remain seated and silent until all ballots have been collected. 

d. International Speech contest

i. Announce contestant with name, title, title, name only. 

ii. Ask audience to remain silent for one minute for the judges.

iii. Ask audience to remain silent for one minute for the judges.

iv. After last contestant, instruct audience to remain seated and silent until all ballots have been collected. 

13. Review timing for both contests with Chief Timer & Assistant Timer. Timing begins with the first interaction with the audience… verbal or nonverbal. 

14. Review contest procedure with Sergeant-At-Arms (SAA). They will want to have an assistant to help escort Table Topics contestants from the holding room to the contest area (during the minute of silence).

15. Key tips:

a. Use judging forms from 2003 or 2004. Do not use forms any older than this.

b. At club and Area level, there needs to be 5 judges plus the Tie Breaker judge for a total of 6 judges. At the Division and District level, the minimum is 7 judges. Judges should be spread equally across clubs for an Area contest and equally across Areas for the Division contest.

c. All attendees should sign-in when they arrive. This will help track how many people attended and how many paid. 

d. For Division contest, it is wise to have a microphone available. It helps the audience hear what is being said and helps the contestants experience working with a microphone.

e. Make sure the contestants know and understand the timing. 

f. Persons serving as Ballot Counter, Timer, Judge, or other contest official should not have a familial relationship with a contestant. 
