	GENERAL EVALUATOR WORKSHEET.

Please check with VP of Education and toastmaster before the meeting begins. 
Did everyone r.s.v.p in a timely manner, did they send introductions, speech titles in time for the agenda to be printed?
When asked to explain your role by the toastmaster:

 "Madam/Mr. Toastmaster, fellow Toastmasters, and most welcome guests, I will be evaluating the meeting as a whole, as well as conducting the evaluation portion of the meeting.”
THE EVALUATION PORTION:

“Madam/Mr. Toastmaster, fellow Toastmasters, and most welcome guests, oral evaluations are designed to help speakers recognize their strengths and learn what steps they can take to improve their speaking skills. Evaluation comments are from the point of view of the assigned Evaluator only, and do not speak for the club as a whole.”
Ask the timer for timing rules:

Introduce the evaluators and their speakers:

Evaluator  1  ___________________for Speaker 1___________________

Evaluator  2  ___________________for Speaker 2___________________

Evaluator  3  ___________________for Speaker 3___________________

Evaluator  4  ___________________for Speaker 4___________________
Ask the timer for timer if everyone qualified and call for vote.

Move immediately to Ask functionaries for their reports:
Ahhh Counter ______________________

Word Master ______________________
Ask timer for 2-3 minutes for your report – which should include the following.
Was protocol followed – Madam/Mr Toastmaster etc. – handshake, lectern always attended?

	
	Please acknowledge members that took last minute roles

	
	Did any cell phones go off during meeting?

	
	Did the toastmaster set the tone with great energy?

	
	Did the table topics master include as many members as possible – ask short easy to understand questions?

	
	Did the members applaud until each speaker reached the lectern?

	
	Did the meeting START and END on time?

	
	Did members with roles arrive early?

	
	Are all members wearing nametags?

	
	Were the energy high and the group supportive?

	ADDITIONAL COMMENTS – REMEMBER TO INCLUDE VP of E COMMENTS
Example:   “We all had a great time tonight – the toastmaster was energetic and set a fabulous tone, the table topics were fun and entertaining.  The word of the day- -- could have been used more/or was used really well – great word!!!”

	AREAS FOR IMPROVEMENT - PLEASE FRAME IN A SUPPORTIVE WAY – 

“I might suggest we all arrive earlier if we have roles”

“Let’s try and applaud longer” 










