General Evaluator’s Check List

	Introduction

	One of the unique things about Toastmasters, is that we give feedback in the form of positive and helpful evaluations. This helps the recipient realize what they do well and take on board suggestions for improvement. We evaluate:

Speeches – paper slips, and a formal spoken and written evaluation by a selected evaluator. Paper slips are for everyone to give a positive observation about what they liked, and a suggested improvement. We invite everyone to give feedback – even guests.
Toastmaster and Table Topics Master – spoken evaluation by GE.

Evening overall - spoken evaluation by GE.

Grammar, Ums and Ahs, interesting use of words – feedback by the ListeningPost/Grammarian

Evaluations (optional) – either the GE or someone selected beforehand.

Table Topics speeches (optional) - either the GE or someone selected beforehand.



	Before the Meeting

	Get in touch with the Toast Master for the evening and make sure you know who the speakers and evaluators are. One of you should take responsibility for allocating evaluators to speakers and putting them in touch with each other a few days before the meeting.



	Introduce Formal Evaluations

	A fellow ToastMaster formally evaluates each speech. This evaluation will be the evaluators personal opinion, and they give feedback as follows:

· Positive observations on style relevant to experience of speaker.
· One or two positive suggestions for improvement (NOT criticisms).
· One key area the speaker did well tonight or something the evaluator especially liked.
Giving feedback improves the evaluator’s skill as well. Evaluators improve:

· their listening skills,

· their ability to quickly assemble their thoughts about what they’ve heard

· how to relay this back clearly and interestingly to an audience.
Give the timing to the timer. 

Each Evaluation is timed at 2 minutes. (Green light on 1 min, amber on 1 ½ mins, red on 2  mins.) For advanced speeches this can be increased to 3 minutes (Green light on 2 min, amber on 2 ½ mins, red on 3 mins.)

Introduce each evaluator (briefly).



	Evaluator 1: 

Evaluator 2:

Evaluator 3:
	Evaluator 4:
Evaluator 5:
Evaluator 6:

	Check all Evaluators were on time.

Call for a vote for best Evaluator.

	General Evaluators report

	Give the timing to the timer. 

General evaluation is timed at 5 minutes. (Green light on 3 min, amber on 4 mins, red on 5  mins.)

Use the following as a checklist to help you give feedback. It’s up to you what you think is relevant. The Toastmaster may also ask you to watch for particular things.



	Did the meeting start on time?
	

	Was the room laid out correctly and appropriately?
	

	Were guests made welcome?
	

	Was Toastmaster info available to guests?
	

	Is everyone wearing badges?
	

	Did the President set a good tone for the meeting?
	

	Did the ToastMaster introduce the agenda clearly?
	

	Was the Education topic relevant? 
	

	Did the Education speaker deliver?
	

	Was the Table Topics ‘topic’ interesting and challenging? 
	

	Did the Table Topics Master introduce the Topics clearly and briefly?
	

	Did the ToastMaster keep control of the agenda?
	

	Did the ToastMaster introduce people with interesting and relevant details?
	

	Did the Toastmaster keep explanations and introductions brief?
	

	Did speakers shake hands?
	

	Did all speakers address the audience correctly?  e.g. ‘Fellow Toastmasters and honoured guests’
	

	Did the ToastMaster lead the applause?
	

	Were all speakers on time?
	

	Were the evaluations effectively delivered?
	

	Was the audience attentive and supportive?
	

	Was the overall evening enjoyable?
	

	Call for additional feedback

	Call for the /Listening post Grammarians report.

Call for timers report.

Call for comments from Guests.

Call for comments from Members.



	Hand back to President

	Post a review of the evening on the blog

	As the General Evaluator evaluates the whole evening, it is appropriate for him/her to post a short overview of the main events of the evening on the club’s website. This is valuable for new and prospective members to understand what goes on at the club, and is interesting for members who were not able to attend that meeting. Please do this by the weekend following the meeting at the latest.


