
General Evaluator Notes
Before the meeting (2-3 days): 

Determine if any team members are filling their role for the first time.  If so, discuss TI and club norms with them and otherwise provide guidance to help them serve effectively. Remind team members to arrive at the meeting by 7:15 pm.
At the Meeting
Meet with the Evaluators to ensure each has received the manual from their assigned speaker. If an Evaluator is absent, the General Evaluator coordinates a replacement.

The Evaluations
Role of General Evaluator:   Preside over the evaluation portion of the meeting, evaluate the evaluators and assess the quality of the meeting as a whole

Introduce each Speech Evaluator in turn ).

Speaker #1________________  Evaluator is _________________

Speaker #2________________  Evaluator is _________________

Speaker #3________________  Evaluator is _________________

Ask for Timer’s Report.  Invite members to vote for the Evaluator that best met objectives.

Call Table Topics Evaluator_____________________

Call Ah Counter____________________

Call Grammarian___________________

Call Listener______________________

Provide a General Evaluation (3-5 minutes)
Specific items to note include the following:

Is the meeting progressing on time per the agenda and flowing well? 
Were meeting participants properly introduced and welcomed at the lectern (including the handshake)?

Was the lectern ever left unattended?

Were all members with meeting roles prepared?

Did the Table Topics Master effectively explain the purpose of this segment and the “rules” (address the question in a mini-speech that ideally uses the word of the day)?

Were the Table Topics questions appropriate (per the theme)- not too difficult or too easy?

Did the Table Topics Master call on members who did not have a significant role  and thus provide an opportunity for each meeting participant to speak during the meeting – time permitting?

Did the Toastmaster of the Day (TMoD) seem prepared and enthusiastic when conducting the meeting?

Were the TMoD's introductions for the speakers prepared and given warmly?

Were guests welcomed properly?

Did the Speech Evaluators provide appropriate feedback that identified speech strengths, areas for improvement, and suggestions?

Was the meeting room set up properly?

If there is a business session, were parliamentary procedure correctly followed?

What worked well?

What can be improved?


