SPEECH CONTEST PROCEDURES
Contest Chair
Within District 29, the terms contest “coordinator” or contest “chair” have traditionally referred to the individual who plans the contest and handles all logistics and support roles, but does not actually conduct the contest.  Conducting the contest has traditionally fallen to a contest “master.”  In order to better conform to the language used in the Toastmasters’ Speech Contest Rulebook, the term “Contest Chair” shall include all roles pertaining to planning, preparing for and conducting all aspects of a contest including acting a contest toastmaster, but specific roles may be delegated, to include designating a “Contest Master” to act as the contest Toastmaster or contest master of ceremonies, and/or a contest coordinator who’s responsibilities will be limited to planning and preparing for the contest.  These roles should be discussed and responsibilities agreed upon by the designated officials and the area director(s) before contest planning begins.

As contest chair, you must plan the contest budget, make room and audio arrangements (if required), conduct a pre- and post-contest publicity program, and see that all bills for the event are promptly paid. You must make sure each speaker is eligible to compete and is familiar
with the contest rules, that audiovisual equipment is working, that the chief judge, voting
judges, timers, and counters are briefed on their duties, that ballots are counted carefully,
and that awards are presented to the winners in a ceremony that will make them proud.
Although you may have a committee to help you with these tasks, it is still your responsibility
to make sure they are done.

Preparation
1. Determine the budget for the contest, remembering that contest income and expenses
should break even. Allow for such expenses as awards, contest material, deposits, meals,
printing, postage, etc.
· District 29 provides limited reimbursement to area and division directors to help defray the costs incurred putting on a contest.
· The primary expense for an area or division contest is refreshments.  Area and division directors and contest chairs are encouraged to appoint a refreshments chair/committee to ensure that refreshments are adequate for the occasion and time of day.  As a suggestion, obtaining donations from restaurants and grocers and requesting that clubs take responsibility for refreshments have been successful in the past.

2. Select a place and time for the speech contest and coordinate the selection with the
proper Toastmasters officer(s).
3. Determine the agenda for the contest.
4. Arrange for the supplies and services required for the event.
5. Order certificates of participation for all contest speakers.  Certificates for speech particpants should be printed.  Award certificates for contest winners can be printed for all places for all contestants in advance or a printer can be used at the contest location.

6. Toastmasters International speech contest materials are available for free download at the District 29 website, www.tmd29.org, or from Toastmasters International, www.toastmasters.org:

· Speaker’s Certification of Eligibility and Originality (Item 1183)
· Speech Contest Time Record Sheet and Instructions for Timers (Item 1175)
· Judge’s Guide and Ballot
· Judge’s Certification and Code of Ethics (Item 1170)
· Counter’s Tally Sheet (Item 1176)
· Tiebreaking Judge’s Guide and Ballot
· Speech Contestant Profile (Item 1189)
· Results Form (Item 1168)

7. Select the chief judge. Please refer to the Eligibility section of the rulebook for eligibility
Requirements for a chief judge.
a. The district chief judges will serve as chief judges for division contests.
b. It is recommended, but not required, that division directors appoint chief judges to serve as the chief judge for area contests within their divisions.
c. All chief judges should be trained on their roles prior to the contest for which they are the chief judge by the PQD or a District Chief Judge.
8. Notify the contest officials of the time and place of the contest and pre-contest briefings. 
(Allow ample time, generally two weeks for club contest.)
9. Notify the contestants of the time and place of the contest and pre-contest briefing 
two to six weeks before the contest. Provide an information packet to each contestant
at this time. The packet consists of:
· Speech Contest Rulebook (Item 1171)
· Speech Contestant Profile (Item 1189)
· Speaker’s Certification of Eligibility and Originality (Item 1183)

10. Promote the contest in your community by sending news releases to the media.
11. Ensure that each contestant is eligible under the contest rules before the contest,
and notify contestants of disqualification if necessary. To check contestants’ eligibility 
club officers and district leaders can use the Eligibility Assistant available in Leadership
Central of www.toastmasters.org to determine if a contestant is a paid member of a paid club, or a current district leader.

Contact the Speech Contests team at World Headquarters by email at  speechcontests@toastmasters.org.

NOTE: If the contest is occurring in an area in which clubs are allowed to advance two contestants and not all clubs choose to do such that some clubs only have one contestant and others have two contestants, then all contestants who are advanced by their clubs and are eligible to compete will be allowed to do so.  Compelling a club with two contestants to remove one of them from competition or compelling a club with only one contestant to add one for the sole purpose of ensuring that all clubs have the same number of contestants is not permitted.

Contestants’ Briefing
1. Verify the presence of all contestants and pronunciation of their names.
Note: You also will conduct a brief informal interview with each contestant at the
conclusion of the contest.
2. Review the speech contest rules with speakers.
3. Review Speaker’s Certification of Eligibility and Originality (Item 1183). Remind contestants 
that by signing this form they certify that they have read and understand the rules regarding eligibility and originality.

4. Review timing protocol with speakers.
5. Acquaint contestants with the exact speaking area, such as lectern, tables, lighting, microphone, etc. All contestants shall have the opportunity to test any amplifying equipment before the contest.
6. Draw for speaking positions.

During the Contest
Contest scripts are provided by the district and should be used to ensure consistency across contests.  In particular, inexperienced contest chairs/masters (and the district encourages using less inexperienced members in those roles in area contests for the education opportunity they provide) should become familiar with the scripts and adhere to them during the contest.  The scripts are designed to ensure that all of the following points are covered during the contests.
1. Open the contest with a brief introduction. Inform the audience:
· The rules have been reviewed with the chief judge and contestants.
· The contestants have been informed of the location of the timing lights.
· The taking of photographs during the speeches is not permitted.”
2. Introduce each contest speaker. Do not make preliminary remarks about any speaker or the subject, nor mention the name or location of the speaker’s club or place of residence. Introduce each contestant slowly and clearly.
3. Upon completion of the speeches, ask voting judges and the tiebreaking judge to complete their ballots. At this time, the counters will collect the voting judges’ ballots and the chief judge will collect and verify the Time Record Sheets from timers, as well as the tiebreaking judge’s ballot. When all ballots and Time Record Sheets have been collected, the chief judge and ballot counters will proceed to the ballot counting room.
a. All ballots, Counter’s Tally Sheet Forms, and Time Record Sheets are considered confidential.
b. Give all forms to the chief judge for disposal.
c. Keep a list showing placement of all contestants in case the winner or alternate cannot compete at the next level.
4. While the ballot counters are counting the ballots, the contest chair will interview each speaker.  Please note that in District 29, contestants who are competing in a subsequent contest during the same contest event are not interviewed until after they have competed for the final time at that event.
a. At the conclusion of the contest speeches and while the results are being tabulated, introduce the contestants again, giving the club, area, and district they represent, and present their certificates of participation. 
b. A short interview may be conducted at this time, using the contestant’s biographical information as a guide.
5. When the interviews are completed, collect the contest results from the chief judge. 
6. Address any protests. Protests are limited to voting judges and contestants. Any protest will be lodged with the chief judge and/or contest chair prior to the announcement of the winner and alternate(s). The contest chair shall notify the contestant of a disqualification regarding originality or eligibility prior to the announcement that the meeting is adjourned. Before a contestant can be disqualified on the basis of originality, the contestant must be given an opportunity to respond to the voting judges. A majority of the voting judges must concur in the decision to disqualify. The contest chair can disqualify a contestant on the basis of eligibility.
7. Prior to announcing results, the chair should announce if time disqualification(s) occurred, but not name the contestant(s) involved. The chief judge may discuss the matter privately with the disqualified contestant(s). (Note, in District 29 results will normally be announced by the area or division director hosting the contest.)
8. In closing, thank all who helped make the contest a success.




After the Contest
1. Provide the contact details for all contestants to the chief judge so he or she can complete the Notification of Contest Winner form (Item 1182). Confirm that the chief judge gives this form to the contest chair of the next level.
2. Send news releases (and photographs, if possible) to each winner’s community newspaper and company publication, if applicable.
3. Make sure all bills pertaining to the contest are paid promptly.


Chief Judge
Before the Contest
1. Appoints and counsels voting judges, counters, timers, and a secret tiebreaking judge.
2. Acting as chief counter, appoints three assistant counters, and provides each of them with the Counter’s Tally Sheet (Item 1176).
3. Encourages all speech contest officials to view the online Speech Contest training at www.toastmasters.org/tlc.
4. Conducts the judges’ briefing for voting judges, counters, and timers.

Judges’ Briefing Checklist
1. Distribute the following to each voting judge:
· List of contestants in speaking order
· Judge’s Guide and Ballot
· Speech Contest Rulebook (Item 1171)
· Judge’s Certification of Eligibility and Code of Ethics (Item 1170)
2. Instruct voting judges to sit close to the contest area in case of an outside disturbance or malfunctioning technical system.
3. Review the Judge’s Guide and Ballot and speaking area.
4. Brief the ballot counters in the use of the Counter’s Tally Sheet (Item 1176).
5. Review the Speech Contest Time Record Sheet and Instructions for Timers (Item 1175) with the timers.
6. Provide a stopwatch/timing device to timer.
7. Brief the timers in the proper use of the timing equipment, if necessary.

During the Contest
1. Collect the Speech Contest Time Record Sheet and Instructions for Timers (Item 1175) from the timers.
2. Collect the Tiebreaking Judge’s Guide and Ballot from the tiebreaking judge.
3. Resolve any eligibility or originality protests that may arise.
4. Oversee the counting process. Sees that all ballots are counted twice to ensure accuracy.
5. Provide a list to the contest chair showing placement of all contestants.

Contestant
Before the Contest
1. For International, Humorous, and Tall Tales contests, select a topic and prepare your own substantially original speech.
2. Attend the Contestant’s Briefing.
3. Inform the contest chair of any props you plan to use.
4. Review Speaker’s Certification of Eligibility and Originality (Item 1183). By signing this form,
you certify that you have read and understand the rules regarding eligibility and originality.
5. Attend the Speaker’s Rehearsal and take note of the speaking area.

During the Contest
1. In the one minute of silence before your introduction, set up any and all props and visual aids. You may enlist someone to help you with this, but it is not the responsibility of the contest chair or any other contest official to do so.
2. After your introduction, proceed immediately to the speaking area and begin your speech.
3. Check the timing signals regularly during your speech. If you see a red signal, wrap it up, even if you’re not finished with your speech yet.
4. Immediately following your speech, remove any props or visual aids from the speaking area. You may enlist someone to help you with this, but it is not the responsibility of the contest chair or any other contest official to do so.


SPEECH CONTEST MATERIALS
Speech contest materials are available to order in hard copy or to download as free digital content at www.toastmasters.org/speechcontestkits.

For all contests
All participants:  
· Speech Contest Rulebook (Item 1171)
Chief judge:
· Notification of Contest Winner (Item 1182)
· Results Form (Item 1168)
Voting and tiebreaking judges:
· Judge’s Certification of Eligibility and Code of Ethics (Item 1170)
Counters:
· Counter’s Tally Sheet (Item 1176)
Timers:
· Speech Contest Time Record Sheet and Instructions for Timers (Item 1175)
Contestants:
· Speaker’s Certification of Eligibility and Originality (Item 1183)
· Speech Contestant Profile (Item 1189)

Contest Chair:
· Speech Contest Certificate Kit (Item 510K)
· Speech Contest 1st Place Certificate (Item 510A)
· Speech Contest 2nd Place Certificate (Item 510B)
· Speech Contest 3rd Place Certificate (Item 510C)
· Speech Contest Certificate of Participation (Item 510D) 
· Blank Certificate (Item 511)

International Speech Contest
Voting judges: 
· International Speech Contest Judge’s Guide and Ballot (Item 1172)
Tiebreaking judge:
· International Speech Contest Tiebreaking Judge’s Guide and Ballot (Item 1188)
Contestants: 
Region Quarterfinal Video Release Form (Item 1193)

Evaluation Contest
Voting judges:
· Evaluation Contest Judge’s Guide and Ballot  (Item 1179)
Tiebreaking judge:
· Evaluation Contest Tiebreaking Judge’s Guide and Ballot (Item 1179A)
Contestants:
· Evaluation Contestant Notes (Item 1177)

Humorous Speech Contest
Voting judges:
· Humorous Speech Contest Judge’s Guide and Ballot (Item 1191)
Tiebreaking judge:
· Humorous Speech Contest Tiebreaking Judge’s Guide and Ballot (Item 1191A)

Table Topics Speech Contest
Voting judges:
· Table Topics Contest Judge’s Guide and Ballot (Item 1180)

Tiebreaking judge:
Table Topics Contest Tiebreaking Judge’s Guide and Ballot (Item 1180A)

Additional Contest Resources:
Speech Contest Tutorials:
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutorials
Speech Contest FAQ:
https://www.toastmasters.org/Footer/FAQ/Speech%20Contests
Speech Contest Training for Area and Division Directors:
https://www.toastmasters.org/-/media/files/department-documents/speech-contests-documents/206eg-conducting-quality-speech-contests.ashx



Combined Area Contests Addendum
In general, combined contests are discouraged and areas that can generate more than two contestants per contest should conduct an independent contest.  Recognizing that there are areas in District 29 for which this is not possible due to limited club participation, District 29 permits combined contests to enable a better-quality experience for contestants and audiences and to allow these areas to share resources to conform to the rules for area contests. These procedures are intended to facilitate this.
Per Toastmasters International, all contests are individual contests and must be conducted through to completion, to include announcements of winners. In the interest of expediency and to ensure the objectivity of judges who will be judging multiple contests, District 29 does not strictly adhere to this rule.  However, to the extent possible, contests should be conducted as near to conclusion as possible.  
First and foremost, all rules that apply to individual area contests, also apply to combined contests as if they were being conducted independently of any other contest. 
1. Selection sequence, Rule 3.B., areas that have four or less clubs in good standing (i.e., have a minimum of eight paid members at that point in time), must allow clubs who choose to do so to advance two contestants.  These contestants may be selected by any means the club chooses.  This is likely to occur in combined contests since rule 3.B. is intended to increase participation in smaller areas with limited club participation. 
2. Selection of judges, Rule 5.A.2. regarding the number of judges required for an area contest applies to each area in a combined contest--there must be an equal number of judges from each active club within each area, or a minimum of five voting judges.  Ideally each area should have judges from each of their clubs, judging their portion of the combined contests.  Since combined contests are permitted to enable areas with insufficient club participation to hold a viable contest, primarily by being able to share resources such as officials, it is probable that five judges will be necessary.  There can be more than five and area directors are encouraged to obtain as many judges as possible from their clubs that to help ensure that judging is fair for all contestants.
3. [bookmark: _GoBack]Contest agendas.  Areas may use a separate agenda for their own area or a combined agenda for all participating areas.  Which method is used must be agreed upon by all participating area directors and should enhance the flow of the contest.  Please note that the agenda template for a combined area contest provided by the district has room for a total of eight contestants, four per area, and that if there are this many contestants (or more) than the areas should strongly consider holding independent contests.
4. Collecting ballots and conducting interviews.  Technically, ballots should be collected and counted, interviews conducted, and results announced for one area’s contest before the next area contest commences.  This is considered by District 29 to be impractical, but as a minimum, ballots for one area’s contest must be collected before the next area contest can commence.  Area Directors then have three options, which must be agreed upon by all participating area directors, on how to “conclude” one contest after ballots are collected before proceeding to the next area contest.  The District will not dictate one option over the other, but encourages area directors to work with their division director and the district program quality director to determine which option is best for their situation.  Please note that while the district discourages doing so for the reasons already given, that areas, with the agreement of all participating area directors and the division director, may conform to the exact letter of the rulebook and conduct one area contest all the way through to the announcement of winners before beginning the next area contest.
a. Transition directly into the next area contest as if it was a continuation of the first contest. 
b. Conduct contestant interviews, but do not count ballots, before moving to the next contest.  
c. Collect ballots which are then counted while contestant interviews are conducted.
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