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TOASTMASTERS
O B A O





GENERAL EVALUATION GUIDE

PURPOSE OF GENERAL EVALUATION
Same as purpose of speech evaluation - to build up, to make suggestions for improvement, to measure growth and development in club officers and its members regarding leadership skills. This assignment should be thorough and should leave all who participate feeling inspired to do better and persuaded to try new ideas and improvements. A General Evaluation is NOT an opportunity to knock others, breakdown and criticise (remember, the policy of Toastmasters is to PRAISE before everyone - CORRECT in private)

Venue:
· Convenience 

· Layout 

· Refreshments 

· Security 

· Other 

Meet and greet prior to meeting

Call to order - on time / bright / prepared?

Closure of meeting - on time?

Roles:
· Toastmaster of the Evening 

· Preparation 

· Transitions/bridging 

· Protocol 

· Table Topics Master 

· Preparation - creative ideas 

· Chairmanship 

· Speech Evaluations 

· General Business Session 

· Announcements/news

· Awards presentations 

· Educational Slot 

· Grammarian 

· Timekeeper 

Responsibilities:
· President 

· General Business 

· VP Education 

· Prior programme arrangements 

· Programme for evening 

· Theme? 

· Timing 

· Mentorship programme? 

· VP Membership 

· Welcome guests? 

· Guest Book? 

· Member orientation? 

· Guest packs? 

· VP Public Relations 

· Awareness programme/New membership plan? 

· Club newsletter / information about the club? 

· Secretary 

· Record keeping? 

· Treasurer 

· Collection of moneys 

· Sergeant-at-Arms 

· Welcoming of guests 

· Organisation of refreshments 

General:
· Standard of Preparation by participants - speeches, topic session, chairmanship, officers 

· Professionalism and quality of meeting 

· Suggestions for improvement 

· Did the meeting run smoothly from beginning to end? 

· Outstanding performances of the evening 

· Something really good / special 

· Timekeeping - start and end on time? 

