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Duties of General Evaluator





11:50	Assist in Setting-up Meeting Room


		Meet and greet visitors 


		Ensure Evaluators have been assigned for each Program Speaker


		Ensure Evaluators have Program Speaker’s Evaluation Forms





12:35	Evaluation Session	





Explain the Importance of the Evaluation Process


Introduce Evaluators	


Evaluation of 1st Speaker	_________ by ____________________


Evaluation of 2nd Speaker	_________ by ____________________


Evaluation of 3rd Speaker	_________ by ____________________





Call for Vote for the Best Evaluator


Collect Ballots - (give winners name to Toastmaster)


Call for Grammarian/Ah Watcher Report	_______________________


Collect Fines - Sergeant at Arms


Call for Timer’s Report			_______________________


General Evaluation


Evaluate the entire meeting, to include:


Room was/was not set up properly


Meeting did/did not start on time, stayed on time/agenda


Duties and responsibilities were/were not performed


General obsservations


Reintroduce the Toastmaster of the Day





13:00	Assist in Returning Room to Normal	





General Notes - Please follow the following protocol:


Follow Roberts Rules of Order when you are in control of the meeting.


The podium should not be left uncontrolled while the meeting is in session.	


When introducing someone, use their Toastmasters designation (i.e. Toastmaster, CTM, Area Governor, etc…)


After introducing someone, lead applause until the person is at the podium or ready to speak at their seat, extend your hand when speaker approaches the lectern, then step away from the podium.


The person at the podium should be addressed as their duty/responsibility (i.e. Mr./Madam President, Toastmaster, Table Topics Master, etc.)


