
TOASTMASTER OF THE DAY MEETING NOTES 

THE WEEK BEFORE THE MEETING: 

• Review preliminary meeting agenda prepared by the VP Education at 

www.clubawesome.org You are responsible for subsequent changes in assignments and 

tracking expected attendance 

• On Monday you can send an email to members@clubawesome.org introducing yourself 

as the Toastmaster of the day.  

• On Tuesday, view the theme for the meeting (David may have already posted it on the 

agenda, if not, you can discuss it with him).  

• Consult the Table Topics Master and ensure they are aware of the theme Table Topics 

should typically include the theme)  

• Ask the Grammarian to select a word of the day that reflects the theme (David may have 

already done this on the website) 

•  On Wednesday before the meeting, contact key role assignees (speakers, Table Topics 

Master, General Evaluator etc.) to make sure they accept assigned roles. (You can do this 

before Wednesday if you wish). 

•  On Thursday morning, send the final email to the group regarding any roles that still 

need to be filled. You can also call members (there is a contact list on the backend of the 

Club Awesome website) or WhatsApp.  

  

MEETING DAY: 

• Print sufficient copies of the agenda for attendees, including guests (better to have too 

many). 

• Dress professionally 

• Get to the meeting early (about 6:30 is usually good to ensure the room is setup and that 

we are ready to go at 7am). 

• Be prepared for last-minute agenda changes; if possible, fill gaps before the meeting 

starts 

• Ask a member to evaluate you and record results  

 

DURING MEETING:  

• Follow the agenda 

• Shake hands with speakers and other role-holders before and after they take the floor  

• After you give out the awards, pass the lectern back to the President 

  

AFTER MEETING: 

Congratulate yourself on stepping up to the plate       

http://www.clubawesome.org/
mailto:members@clubawesome.org


Club Awesome Ah Counter Role and Responsibilities 

The purpose of the “AH COUNTER” is to note words and sounds that are used as a “crutch” or 

“pause filler” by anyone who speaks. During the meeting I will listen for words AND COUNT 

that may be inappropriate expressions such as “well, so, you know.” Sounds may be “ah, um, 

er.” I will also note when a speaker repeats a word or phrase, such as “I, I” or “This means, this 

means.” This is known as a “double clutch.”  The use of inappropriate interjection will be met 

with an audible sound from the bell. At the end of the meeting, I will report the number of times 

that each speaker used these expressions. 

 

I. Prior to the Meeting:   

• Prepare a brief explanation of the duties of the ah counter for the benefit of guests.   

II. During the Meeting:  

• When introduced prior to table topics, explain the role of the Ah Counter as noted above. 

You may get creative with how you present this.  

• Throughout the meeting, listen to everyone for ‘crutch’ sounds and long pauses used as 

fillers and not as a necessary part of sentence structure.   

• Write down how many crutch sounds or words each person used during all portions of 

the meeting. 

• When called on by the general evaluator during the evaluation segment, stand by your 

chair and give your report.  

• Remember that it is customary when a new member gives their Ice Breaker speech that 

they are exempt from having the bell rung if they use any crutch words or sounds.  

This is the only time that they are not reminded by the ah counter.  However, please 

document it and present it to the speaker.  

III. After the Meeting:  

Congratulate yourself on a job well done and sign up for a role you haven’t done (in a 

while). 
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Club Awesome Body Language Monitor Responsibilities 

“The duties of the body-language monitor are to carefully observe and note the following 

throughout today’s meeting: Excellent use of body language, such as stance, movements, eye 

contact, etc.; Facial gestures and/or expressions; Poor use of gestures; Inappropriate gesture 

usage. I will give a 1-minute report when called upon to do so.  

It is not necessary to comment on every member – or every item mentioned above. A few well-

chosen examples are sufficient. 

I. BEFORE THE MEETING 

• Confirm your role with the General Evaluator/toastmaster of the day. 

• Consider what are some gestures you consider to be a great use of body 

language. 

• If possible, check with the speakers if there is anything specific, they would 

like you to look for regarding their body language.  

 

II. DURING THE MEETING 

• Give an explanation of your role when called upon to do so: “The duties of 

the body-language monitor are to carefully observe and note the 

following throughout today’s meeting: Excellent use of body language, 

such as stance, movements, eye contact, etc.; Facial gestures and/or 

expressions; Poor use of gestures; Inappropriate gesture usage. I will give 

a 1-minute report when called upon to do so.  

• Listen for vocal variety 

• Note any use of visuals 

• Note facial expressions and gestures (Unfriendly, artificial, animated, friendly, 

natural/genuine, appropriate for speech content, great use of eye contact). 

• Note whole-body movement such as use of the stage, speaker’s stance, and 

posture (purposeful, rocking, swaying, pacing, gripping or leaning on the 

lectern, tapping the fingers, biting or licking the lips, jingling pocket change, 

frowning, adjusting hair or clothing, turning the head and eyes from side to 

side like an oscillating fan). 

• Give a 1-minute report when called upon to do so and give out Best 

Gesture Award 

 

 

III. AFTER THE MEETING 

Congratulate yourself on a job well done and sign up for a new role for next 

meeting! 

 

 

 

 



BODY LANGUAGE MONITOR LOG 

MEMBER BODY LANGUAGE NOTES 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

  



Grammarian - Roles and Responsibilities 

“The duties of the Grammarian are to listen carefully and note the following throughout today’s 

meeting:” Excellent use of language; Mistakes in grammar; Poor sentence construction and run-

on sentences; Clichés and overused words and phrases; and Responsible for Word-of-the-Day 

Contest.  

I. BEFORE THE MEETING 

• Check the website or the VPE for the Word of the Day. 

• Ensure the spelling and part of speech are present on the agenda for the meeting. 

 

II. DURING THE MEETING 

• Explain your role at the beginning of the meeting when called upon to do by the 

Toastmaster.  “The duties of the Grammarian are to listen carefully and note the 

following throughout today’s meeting:” Excellent use of language; Mistakes in grammar; 

Poor sentence construction and run-on sentences; Clichés and overused words and 

phrases; and Responsible for Word-of-the-Day Contest.  

• Explain the Word of the Day. Define and pronounce it properly.  

• Select two individuals, who will use the word in a sentence. If they have used it 

correctly, have the membership vote on the best use of the word of the day. 

• Listen carefully to how speakers use English in their presentations and make a note of it.  

• Observe good usage and bad usage of English. 

• Listen to the grammatical errors, the wrong pronunciation of words, etc. 

• Write down the language and grammar usage of all speakers, noting incomplete 

sentences, mispronunciation, grammatical mistakes, etc. Example: "One in five children 

wear glasses" should be "one in five children wears glasses." 

• It is not necessary to comment on every member or every item mentioned above. A few 

well-chosen examples are sufficient. 

• At the end of the meeting, give a 1-minute report when called on. 

 

III. AFTER THE MEETING 

Congratulate yourself on a job well done and sign up for a new role! 

 

 

 

 

 

 

 

 

 

 

 



WORD OF THE DAY USED BY:         

             

             

              

 

GOOD USE OF LANGUAGE  SUGGESTED IMPROVEMENTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OVERALL AREAS TO IMPROVE:        

             

             

             

             

             

             

              



CLUB AWESOME TIMER RESPONSIBILITIES 

The purpose of the Timer is to assist the speakers in speaking within a defined time frame. I will 

define the time requirements for each segment of the meeting and then give a verbal report at the 

end of that portion of the meeting.  

I. BEFORE THE MEETING: 

• Check the agenda for speech times, which vary by project. Note minimum, 

mid-point, and maximum times. (A speaker may ask for additional time 

before the meeting starts. If the Meeting Toastmaster agrees, note the new 

minimum, mid-point, and maximum times) 

• Advanced projects may specify the time for a main presentation, questions, 

and answers, role-playing, or other audience participation. Clarify with the 

speaker and Meeting Toastmaster what times you will signal. 

• Be sure to have a working stopwatch (you may use your phone) 

 

II. AT THE MEETING:  

A. Confirm the following times with the speakers and Toastmaster of the day: 

• Prepared Speech - as printed on the agenda (30 seconds grace before 

minimum and after maximum) 

• Table Topics -- minimum 1 minute (NO GRACE), mid-point 90 

seconds, maximum 2 minutes (30 seconds grace) 

• Speech Evaluation -- minimum 2 minutes (30 seconds grace), mid-

point 2-1/2 minutes, maximum 3 minutes (30 seconds grace). 

B. When called upon by the toastmaster of the day, make the following 

statement: “The purpose of the Timer is to assist the speakers in speaking 

within a defined time frame. I will define the time requirements for each 

segment of the meeting and then give a verbal report at the end of that 

portion of the meeting.” 

C. Start the stopwatch as soon as the speaker speaks or performs any action that 

is part of the presentation. 

D. Keep watching the stopwatch and signal minimum, mid-point, and maximum 

times.  Turn the color to match the time, i.e. when the speaker meets the 

minimum requirement, turn the color to GREEN, midpoint YELLOW, and 

maximum RED. 

E. Click the stopwatch at the end of the presentation and record the precise time. 

F. Reset the stopwatch, so it is ready for the next speaker.  

G. When asked to report, report on how long the speaker spoke and if they are 

within the required timeframe.   

III. AFTER THE MEETING: 

Congratulate yourself on a job well done and sign up for a new role 

    



   I. TABLE TOPICS  

Timing:  Green: 1:00 Yellow: 1:30 Red: 2:00  

Deviation of 30 seconds. After 30 seconds, start the applause.  

SPEAKER TIME  QUALIFIED (YES/NO) 

   

   

   

 

II. FORMAL SPEECHES Timing is based on the manual requirements for each speech 

Timing:  Green: manual requirement Yellow: 1 minute after Red: maximum allowable  

Deviation of 30 seconds. After 30 seconds, start the applause.  

SPEAKER TIME  QUALIFIED (YES/NO) 

   

   

   

 

III. EVALUATIONS 

Timing:  Green: 2:00 Yellow: 2:30 Red: 3:00  

Deviation of 30 seconds. After 30 seconds, start the applause.  

SPEAKER TIME  QUALIFIED (YES/NO) 

   

   

   

 

 

IV. GENERAL EVALUATIONS (Body Language Monitor, Grammarian & Ah Counter)  

Timing:  Green: :30, Yellow: 1:00, Red: 1:30  

Deviation of 30 seconds. After 30 seconds, start the applause. 



Videographer 

The Videographer is responsible for the video equipment and video recording of speakers. Prior to the 

meeting ensure that you are familiar with the equipment and understand how it works.  

Speak with each Prepared Speaker and find out who would like to be recorded. Ask if they would like 

their evaluation recorded as well. 

 

Record speakers per instructions provided and ensure that David Carr gets the videos. 

 

  



Club Awesome General Evaluator - Roles and Responsibilities 

“The duty of the General Evaluator is to present the Evaluators for the formal speeches. 

Evaluations provide immediate feedback to the speaker, as well as provide Evaluators with 

another opportunity to practice their skills at listening and speaking. Finally, the General 

Evaluator will provide an overall general evaluation of the meeting.” 

I. BEFORE THE MEETING: 

• Confirm the club meeting program and/or checklist with the Toastmaster 

• Make sure that all the evaluators connect with the respective speakers regarding 

their evaluations. 

• Make sure that each speaker is aware of who will be evaluating them. 

• Identify and confirm meeting assignments with the Timer, Grammarian and Ah-

Counter 

 

II. DURING THE MEETING: 

• During the meeting, take notes and report on all club proceedings to evaluate things such 

as timeliness, enthusiasm, preparation, organization, the performance of duties, etc. 

• You are required to evaluate the evaluators and not the speakers.   Of course, some 

constructive feedback can be given, but that's not the primary focus. 

 

A. Explain General Evaluator Role: 

✓ Facilitate formal evaluation of the prepared speeches. 

✓ Facilitate Grammarian Report and Ah-Counter Report. 

✓ Evaluate the evaluators and evaluate the meeting in general. 

B. Request Timing Requirements of evaluations 

C. Introduce Evaluators: 

1. Toastmaster      is evaluating Toastmaster     

2. Toastmaster      is evaluating Toastmaster     

3. Toastmaster      is evaluating Toastmaster     

D. Request Timers Report on Evalauations and call for Vote on Best Evaluator 

E. Request a Grammarian Report (1 minute) 

F. Request Body Language Monitor Report (1) minute 

G. Share your thoughts on the entire meeting in general.  Apart from focusing on the 

evaluation of the evaluators, additional focus area for feedback are: 

✓ Starting of the meeting 

✓ Room Set-Up 

✓ Greeting of guests 

✓ Overall impression of the meeting 

✓ Has the meeting conducted per the agenda? 

✓ Any other areas of improving the overall meeting in general, etc. 

 



 

 GOOD SUGGEST 

IMPROVEMENT 

MEETING EVALUATION 

NOTES: 

Opening- 

Invocation- 

President’s welcome 

  

TOASTMASTER: 

Welcome comments/Explain 

Role 

Fill vacancies 

Introduce helpers 

INTRODUCTIONOF 

SPEAKERS 

(PATH/MANUAL, TITLE, 

SPEAKER NAME) 

  

EVALUATORS 

(GIVE FEEDBACK TO 

EVALUATORS, NOT TO 

SPEAKES UNLESS THE 

EVALUATOR MISSED 

SOMETHING). 

  

TOPICS MASTER 

QUALITY OF TOPIC 

EXPLANATION OF ROLE 

USE OF TIME 
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TABLE TOPICS 

PARTICIPANTS 
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Club Awesome Evaluator - Roles and Responsibilities 

Taking on this role improves active listening, critical thinking and positive feedback skills. 

Evaluation is the heart of the Toastmasters educational program. You observe the speeches and 

leadership roles of your fellow club members and offer evaluations of their efforts, and they do 

the same for you. 

 

III. BEFORE THE MEETING: 

• Confirm with the General Evaluator who you have been assigned to evaluate.  

• Connect with the member you will be evaluating to determine what they will 

present and what they wish to achieve.  

• Have them email you their evaluation or bring it to the meeting 

 

IV. DURING THE MEETING: 

• Ensure that you have the evaluation from the member you will be evaluating. 

• While the member you will be evaluating speak, you will take notes to report on. 

• Provide objective verbal and written evaluations for speakers. 

• When giving any evaluation, offer praise as well as constructive criticism. 

 

V. AFTER THE MEETING: 

Congratulate yourself on a job well done and sign up for a new role! 

 

  



GENERAL COMMENTS FOR SPEAKER 

Speaker:        Date:      

Title:              

 

You excelled at: 

1.              

2.              

3.              

 

You may want to work on: 

1.              

2.              

3.              

 

To challenge yourself: 

1.              

2.              

3.              

 

Additional Comments:          

             

             

             

              


