Area Table Topics Contest Script 

Sergeant at Arms:  

(Step confidently to the lectern at the front of the room.  Smile, look at the audience, rap the gavel twice and then proclaim:)

“Good (morning/afternoon/evening) fellow Toastmasters and distinguished guests.”
(Place the gavel on the lectern.) 

Welcome to the District 29, Division __, Area __ Table Topics and Humorous Speech Contests.  
  
My name is ________________________ and I am the Sergeant at Arms for today’s contests.  

Please join me in welcoming our host, Area __Director, __________________________________.”


Area Director:  

· Say a few works to the audience.  
· Introduce the dignitaries from the Protocol List.  
· Introduce the Contest Master.  
· Lead the applause.  
· Shake hands with the Contest Master and take a seat.

(Note: Once the Contest Master is introduced, any contestants who arrive after this point are disqualified from the contest.)


Table Topics Contest Master:

“Fellow Toastmasters and guests, welcome to the Area __ Table Topics Contest.”
(You may add a sentence or two about the contest.)  

“Let’s hear it for all of the contestants who entered the contest today.”  
(Lead the applause.)   

“Here is a brief explanation of the Table Topics Contest procedures:

· All of the contestants will receive the same table topic.

· When the contest begins, I will ask the Sergeant at Arms to escort all of the contestants from the room, except for the first contestant.  
   
· Please hold your applause as each speaker comes forward.  I will introduce each speaker by stating their name, the table topic, the table topic again, and their name again.  Then it is time to give the contestant a huge round of applause.

· After each contestant, there will be one minute of silence for the judges to mark their ballots.

· When the last contestant has finished, the judges will be given as much time as they need to complete their ballots and have them collected by the Ballot Counters.”

“Following is the speaking order of the contestants: 
(Give the speaking order slowly and repeat it, as the judges need to write the contestants names on their ballots.)

1st_______________________________
2nd______________________________
3rd______________________________
4th______________________________
5th______________________________.”


“Now it is time to introduce our Chief Judge, __________________________to go over the contest protocol.”   


Chief Judge:

“Thank you Contest Master. 
 
“All the contestants, judges, and contest officials have been fully briefed.

“All the contestants are eligible to compete.

“Now for the Rules of Common Courtesy:
· No one shall enter or leave the room during the presentation of each contestant.  It is during the one minute of silence between contestants and the concluding period of silence that you are able to leave the room.  (Note: Sergeants at Arms are needed outside the doors to ensure this happens.) 

· No photographing or videoing of the contestants is allowed while they are speaking, unless they have given advanced approval.  This includes the use of cell phones.  

· Beepers and cell phones must be turned off.

“Are there any questions?

“Mister/Madam Contest Master, let the contest begin.”
 (Return to Contest Master)

Table Topics Contest Master:

“Thank you, Mister/Madam Chief Judge!

“Will the first contestant please come forward and Sergeant at Arms, will you escort the remaining contestants from the room?    
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[bookmark: _GoBack](Introduce the first contestant:)
· “(Name) _________________________________
· (Table topic) _______________________________________________________________
· (Table topic) ________________________________________________________________
· (Name) _____________________________________.”
(Lead the applause.)

(When the contestant is finished:)

“We will now have one minute of silence while the judges mark their ballots. Mister/Madam Timer, please turn on the green light at one minute.”
(During the minute of silence lead the silence.  Stand quietly at the front.  The audience will take their cue from you.  When the minute is up don’t say “times up” – just introduce the next contestant.)   

(Have the Sergeant at Arms escort the next contestant into the room.  Note: You will need 2 Sergeants at Arms – one in the room to know when the contestant has finished and one in the hall to get the next contestant.) 

(Repeat the above process until all contestants are done. After the last contestant, give the judges all the time they need to complete their ballots and have them collected by the Ballot Counters.)

“The judges will now have all of the time they need to complete their ballots.”
(Do not say any more than that.  Especially do not give the judges instructions on what to do with their ballots.  The judges need silence to mark their ballots.  Also, do not ask if all the ballots have been collected.  If someone hasn’t finished, it puts pressure on them.)

(When the Ballot Counters have left the room, ask the contestants to come forward.)  

“Let’s welcome our contestants back to the stage!”

(Lead the applause and have the contestants stand in speaking order.)   

(Interview the contestants.  Ask how long they have been a Toastmaster and what club they are representing.  If there is time, ask one or two additional questions of each contestant—you can use their “Contestant Profile” to generate interview questions.)
  
(After each interview, thank the contestant, hand them their Certificate of Participation to the contestant, shake hands, and lead the applause.  Read only the first Certificate that is handed to the first contestant.)

(At this time, turn the contest over to the Division __Director for Division and District remarks.)

“Now, please welcome to the stage our Division ___ Director, _____________________________   

(The Division Director will announce the break.  There will be a 10 minute intermission.  Make sure to let the members know the time that the next contest will begin.  The award presentation will take place after the Humorous Speech Contest.)











Contest Chair/Master
(Contestant Briefing)

Before the Table Topics Contest: 
  
Contest Master obtains the table topic from the Contest Chair.

Contest Master meets with Contest Chair to make sure that Certificates of Participation have been printed and signed.

Contest Chair determines the speaking area.  The contest chair will brief all judges on the speaking area. 

Contest Master meets with the Sergeant at Arms to agree upon method of bringing contestants back into the room.  

Contest Master verifies the presence of each contestant by calling a meeting with all contestants and briefs the contestants as follows:
· Each contestant signs an eligibility form.  Each contestant signs an eligibility form.  They must have been a member for six months, be a paid member of the club and area in which he or she is competing, and their club must also be in good standing (i.e., have a minimum of eight paid members).  They must also have been eligible for any previous contest. 

· Contestants draw for the speaking order.  Using playing cards or drawing numbers is a good way to do this.

· Contest Master verifies the pronunciation of each contestant’s name.  Phonetic spelling of each name is recommended.

· Explain to the contestants how the contest will be handled:
1. All the contestants, except the first contestant, will be taken to a room where they will wait until it is their turn.  
2. One by one they will be brought to the contest room to compete.
3. Contest Master will introduce each speaker by stating their name, the table topic, the table topic again, and their name again.  
4. Timing will begin with the contestant’s first definite verbal or nonverbal communication with the audience.
5. The speaker shall begin speaking within a short time after arriving at the speaking area and is not permitted to delay the contest unnecessarily.  

· Contestants are shown the speaking area, the timing is demonstrated, and speaking equipment is tested.    
    
· Contestants will be asked to remove any identifying badges, etc. which would show the contestants’ achievements or club information.

· Contestants are advised that decisions of the judges are final and once all the announcements are made the decision is also final.

· If a contestant is absent from the briefing, the alternate speaker, if present, is permitted to attend the briefing in place of the primary contestant.

· If the primary contestant is not present when the Contest Master is introduced, the primary contestant is disqualified and the alternate officially becomes the contestant.

· Should the primary contestant arrive after the briefing, but before the person conducting the contest (i.e., the Contest Chair/Master) is introduced, the primary contestant is permitted to compete, providing the primary contestant:
· Reports to the Contest Chair upon their arrival.  
· Has all required paperwork in good order before the Contest Master is introduced to begin the contest.
· Waives the opportunity of a briefing. 
   
·  Ask if there are any questions.   



Chief Judge
(Judges, Timer, Ballot Counters, and Sergeant at Arms Briefing)

Before the Table Topics Contest:

Contest Chair provides Chief Judge with the contestants’ completed and signed eligibility forms.  

Meet with the judges and ensure that they meet the following criteria:

· All judges in the Area Contest must be a paid member for a minimum of six months. 

· All judges in the Area Contest must have completed a minimum of six speech projects in the Competent Communication Manual or have earned a Certificate of Completion in Levels 1 and 2 of any path in the Toastmasters Pathways learning experience.

· At the Area Contest, there shall be an equal number of voting judges from each active club in the area or a minimum of five voting judges.  (There can be fewer than five judges if there is a judge from each active club in the area)

· In addition to the voting judges, a contest chair, chief judge, tiebreaking judge, three ballot counters, and two timers shall be appointed.
[bookmark: _Hlk526777968]The Chief Judge will secretly give the tiebreaking ballot to a tie breaking judge known only to the chief judge and explain how to fill it out.  The tiebreaking judge does not attend the briefing of judges.  The tiebreaking judge ranks all contestants numerically on a special ballot.  

Hand out the ballot forms to the judges and go through the following:

· [bookmark: _Hlk526777998]Each judge should immediately print and sign their name on the ballot.  Ballots that are not signed and have the judges printed name on them are invalid and will not be counted.

· After the Contest Master calls out the speaking order of the contestants, each judge should write the names at the top of the form according to the speaking order.

· Judges will be asked to sit close to the contest area to ensure that they can hear the speaker.

· Judges are not to be concerned about timing as this is handled by the Timers.   

· Advise the judges that if the contestant steps outside of the speaking area, they are not disqualified.  At the judge’s discretion, they may receive fewer points in the delivery portion of the criteria. 

· Review the Judge’s Guide and Ballot with the judges and explain the judging criteria: 
· Content 55% - includes speech development and effectiveness.
· Delivery 30% - includes physical appearance, body language, and voice.
· Language 15% - includes appropriateness and correctness. 

· Review the Judge’s Code of Ethics with the judges and ask if they understand it.

· Judges will be asked to place the bottom portion of the ballot in an envelope and provide it to the Ballot Counters.  They will also be asked to ensure that the top portion is not left anywhere that the contestants may see it and to destroy the top portion after the contest. Chief judges will not collect the top portions of ballots and will destroy all ballots, time records and counter tally sheets after the contest. 
· No ties by judges are allowed on the ballots.  If there is a tie, the ballot will not be counted. 

· Ask if there are any questions.                                                                                                                                                                                       

Meet with the Sergeant at Arms to ensure they know how to escort the participants from the room.  Make sure that the Sergeant at Arms has provided timing lights and stopwatches.  The Chief Judge should have a spare pair just in case others are not available or do not work.     

Meet with Timers to ensure that they know how to use stopwatch, timing lights, and/or timing cards.  Provide Timers with the times for each contest and instruct them how to display the lights.  Provide the two Timers with one Time Records Sheet and instructions on how to complete it.  The Timer with the stop watch maintains and delivers the record of the completion times to the Chief Judge.  The Timer managing the signaling device (lights/cards) ensures that contestants can see the lights at appropriate times.  Timing shall begin with the contestant’s first verbal or non-verbal communication with the audience.  In the event of technical failure of the timing equipment, the speaker is allowed 30 seconds extra overtime before being disqualified.  In the event that a contestant goes under or over time, the time is to be circled.  Timers are advised that they cannot tell a contestant their time.  Only the Chief Judge can tell a contestant their time. 

Meet with Ballot Counters to agree upon how ballots are to be retrieved and also the signal between the Chief Judge and Ballot Counters to identify how many ballots have been retrieved.  Normally, the Ballot Counters hold up their fingers to indicate the number of ballots they have retrieved.

After the last contestant speaks, the Ballot Counters collect the ballots.  The Chief Judge collects the tiebreaking ballot and the Time Record Sheet.  Once all of the ballots have been collected, the Ballot Counters and the Chief Judge leave the contest area and proceed to the counting room to tabulate the results.  Following is the tabulation procedure:

· The Ballot Counters will tabulate the results of the contest using Item 1176 - Counter’s Tally Sheet.

· On the Counter’s Tally Sheet, each contestant receives points for being ranked first, second, or third place on a judge’s ballot.  

· Three points are scored for each first place ranking.  
· Two points are scored for each second place ranking. 
· One point is scored for each third place ranking.  

· Once all points are entered, the Ballot Counters compute the total points for each contestant and enter the totals on the bottom of the Tally Sheet.

· Point totals must be verified by all Ballot Counters before results are entered on the sheet.

· Contestants are then ranked on the bottom of the ballot according to number of points scored.

· The Chief Judge will then advise whether or not any of the contestants went under or over time.  Those contestant(s) score(s) will be marked as disqualified.  

· In the event of a tie, the Chief Judge will consult the tiebreaking judge’s ballot.

· The tied contestant who received the highest ranking on the tiebreaking judge’s ballot will gain the contested place and any other tied contestants will be ranked in order behind that contestant. 

· Once the results have been tabulated and verified, one of the Ballot Counters records the names of the winners on the Notification of Contest Winner form which is given to the contest chair for the next level of contest, and the Contest Results form, which, which is then provided to the Contest Chair or Contest Host.  

· All ballots and the Tally Sheet will be kept by the Chief Judge until after the winners have been announced.  After the winners have been announced, the Chief Judge will destroy all ballots, the timing record, and the Tally Sheet.  

Judge’s Code of Ethics

Judges will consciously avoid bias of any kind in selecting first, second, and third place contestants.  They will not consider any contestant’s club, area, division or district affiliation nor will they consider any contestant’s age, sex, race, creed, national origin, profession or political beliefs.  They will demonstrate utmost objectivity. 

Judges will not time the speeches and will not consider the possibility of under or over time when judging a contestant’s speech. 

 Judges will support by word and deed the contest rules and judging standards, refraining from public criticism of the contest and revealing scores and ranking only in accordance with official policy.
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