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I. Member Responsibilities 

Program assignments 
The Vice President Education (VP Education) is responsible for scheduling the program 

assignments in advance and distributing the final schedule to all members.  Each member 
is responsible for 1) informing the VP Education and Toastmaster of the Day (TMOD) 
when he or she cannot perform the duties and 2) for finding a replacement. 

Meeting preparation 
Refer to section II for descriptions of the various program assignments.  Members are 

expected to prepare fully for their duties.   

If an appropriate matter needs to be discussed during the business portion of the 
meeting, contact the President prior to the meeting to have it is placed on the agenda. 

Mentors 
The person who sponsors a new member shall be that member’s mentor unless 

otherwise assigned by the VP Education.  It is the responsibility of the mentor to help the 
new member in whatever way necessary in Toastmasters, to assist with the first few 
speeches, and to encourage active participation in the Toastmasters program. 

Attendance 
Members are expected to attend meetings whether they have an assignment or not to 

provide support to fellow members. 
 
If unable to attend meetings due to vacation, illness or workload, please notify the VP 

Education as early as possible to assist in scheduling purposes.  Once the schedule is 
circulated among the members, you are responsible for finding a replacement to fill your 
duties if you are unable to attend the meeting.  Please keep the TMOD and the VP 
Education posted.   

Dues 
 Effective 10/1/05, Toastmasters International (TI) dues are $27 for each six-month 
period.  HECO #1416 Toastmasters does not charge dues of its own.  Active HECO 
employees are subsidized by HECO for one half of the dues. 
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II. Program Participation 

General 
 As a HECO Toastmaster, you are a participant at every meeting.  When you don’t have 
an assignment, you actively participate as a listener. 

 “Best Speaker,” “Best Table Topics Speaker” and “Best Evaluator” awards are selected 
by the most written ballots at each meeting. 

 Each time you have occasion to speak during the meeting, stand and address the person 
presiding and the audience. 

 Examples: 

 “Mr. President, fellow Toastmasters,” 

 “Mr. Toastmaster, fellow Toastmasters,” 

 “Madame Toastmaster, fellow Toastmasters and honored guests,” 

 Do not begin a speech or report with an apology or excuse even if you are unprepared. 
Simply do your best.    

There may be extenuating circumstances when it may be appropriate, but for the most 
part please refrain from saying “Thank You” following your speech or report.  To return 
control of the meeting to the president or Toastmaster of the Day (TMOD), pause and then 
say, “Mr. (or Madame) Toastmaster...” 

President/Presiding Officer 
 The President strikes the gavel ONCE and calls the meeting to order.  The President 
also adjourns the meeting. 

 (Note:  When the President cannot attend the meeting, the VP Education takes over the 
president’s duties.) 

Pledge of Allegiance 
 The President asks everyone to stand, face the flag, place the right hand over the heart 
and then recite the Pledge of Allegiance.  

Business meeting 
 The President conducts the business portion of the meeting following “Robert’s Rules 
of Order.”  Governmental, business, social and community organizations use 
parliamentary procedures to help assure the orderly conduct of the meeting. 
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Toastmaster of the Day (TMOD) 
 The TMOD introduces the various speakers during the meeting and acts as Master of 
Ceremonies.  For evening meetings the title becomes Toastmaster of the Evening (TMOE). 

TMOD duties before the meeting: 

1. Confirm assignment with participants and assure they understand their duties. 

2. Select a theme - work with Table Topics master. 

3. Ask participants how they would like to be introduced. . 

4. Get speech title, project number, name of manual and verify time from each 
featured speaker. 

5. Prepare agenda for the meeting.  (See example). 

At the meeting, TMOD duties following introduction by the President are: 

1. Announce program changes (if any). 

2. Introduce theme of the meeting and expand briefly as time permits. 

3. Introduce meeting helpers to explain their duties.  TMOD leads the applause. 

4. Introduction for featured speakers should include title and speech objectives.   
 
NOTE:  During speech contests, the TMOD announces contestants by their 
name, speech title, speech title, name, in that order.  No other information or 
side comments are made. 

5. TMOD remains at the lectern till the speaker shakes your hand, and takes over. 

6. At the end of each presentation, TMOD replaces the speaker and leads the 
applause.  May offer a brief word of appreciation.   

7. Repeat steps 4, 5, and 6 for each speaker, including Table Topics Master. 

8. Call each evaluator and helpers for reports. 

9. Briefly thank speakers and turn meeting back to President at the end. 

10. Preside with sincerity, energy and decisiveness.  Keep the program on pace.  A 
target time of 12:40 PM has been set as the time that Table Topics should end.  
Note:  If speeches run late, the TMOD should consider canceling Table Topics. 

Timekeeper 
 The Timekeeper or Timer helps meeting participants (not including the General 
Evaluator) stay on program by accurately noting the time of each speaker, including 
evaluators, and Table Topics participants.  The Timer operates the timing device and 
switches on the green, yellow, and red light at the appropriate times.  A report is given at 
the end of the meeting. 
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 The Timer makes sure the timing lights and stopwatch work properly.  Note:  These are 
the same rules followed by Toastmasters International for the International and Humorous 
speech contests with the exception that speech contests are fixed at five to seven minutes.   

 

Timing of Speeches 

1. Speeches have a two-minute range, e.g. 5-7 minutes. The speaker is fined if the 
speech is less than 4minutes 30 seconds or longer than 7 minutes 30 seconds. The 
fine is one penny per second without limit. 

2. Timing starts with the speaker's first definite verbal or nonverbal communication 
with the audience. This is usually the first word uttered or may be any other 
communication, e.g. sound effects, a staged act by another person, etc.  The speaker 
has the responsibility to inform the Timer in advance if time is needed to set the 
stage, etc.  

3. Warning signal lights. 

A. Green light:  five minutes and remains on for one minute.  

B. Amber light: six minutes and remains on for one minute.  

C. Red light:  seven minutes and remains on until the conclusion of the speech.  

D. No signal for the overtime period.   

Note that the five to seven minute range is adjustable to fit the speech requirements. 

 
Timing of Table Topics 

1. Responses to Table Topics questions are two minutes long.  The speaker is fined 
one penny per second, without limit,  if the speech is less than 1 minute or longer 
than 2 minutes 30 seconds.  

2. Timing begins with the speaker’s first obvious verbal or non-verbal communication.  
This may be the first word spoken by the speaker, and includes sound effects, a 
staged act by another person, etc.  

3. Warning signal lights. 

A. Green light:  one minute and remains on for thirty seconds.  

B. Amber light:  one minute and thirty seconds and remains on for thirty 
seconds.  
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C. Red light:  two minutes and remains on until the speech ends.  

D. No signal for the overtime period.  
Note that the Table Topics Master may adjust the times to meet the needs of the session. 

Grammarian 
  The Grammarian selects the “Word of The Day” to help build members’ 
vocabularies.  The chosen word should be one that will have value for the members.  The 
grammarian explains the word by giving the proper pronunciation, definition, spelling and 
an example of its use in a sentence.  It is helpful to print the word on a large card and place 
it near the lectern where it can be easily seen.  Each speaker must use the word properly 
when they speak. 

 Fine: 25 cents for non-use or incorrect use of the word.   In addition, the Grammarian 
listens for possible grammatical errors and awkward usage of words and phrases.   

 A report is given at end of meeting. 

 

Ah Counter 
 The Ah Counter listens for and notes “crutch” word fillers such as ah, um, er, but, 
repeat words, etc. by all speakers during the meeting.   

Fine:  5 cents each, maximum 50 cents. A report is given at the end of the meeting. 

Ambassador 
 Known formerly as Jokemaster, the Ambassador has expanded possibilities.  A joke, 
motivational thought, or an inspirational quotation are examples, up to 3 minutes. 

Featured Speaker 
 It is the speaker’s responsibility to be prepared, and to read the project objectives to 
assure they are met.  The speaker should give the manual to the evaluator prior to the 
meeting. Upon introduction by the TMOD, the speaker should confidently approach the 
lectern, and shake hands with the TMOD. 

At the end of your speech, do not leave the lectern or podium1 until the TMOD shakes 
your hand and takes over. 

Very important:  After the meeting, have the VP Education initial the Record of 
Assignments in the back of the manual. 

                                                 
1 Lectern - What a speaker stands behind. 
   Podium - What a speaker stands on. 
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Table Topics Master 
 The Table Topics Master conducts the impromptu speech portion of the meeting and 
poses questions and selects participants to respond.   It is recommended that the scenario 
and question are first stated, and then the participant selected.   Also, it gives the 
opportunity for those without duties to be participants. 
 

Table Topics has 5 goals as spelled out in various Toastmaster publications: 

1. “To provide opportunities at every club meeting for a member to get on his feet 
and say something that will enhance his speaking experience.” 

2. “To help Toastmasters to learn to present their thoughts concisely and 
effectively.” 

3. ‘To help Toastmasters to learn to bring to bear in impromptu speaking all they 
know about a subject in terms of what listeners need to be told about it.” 

4. “To encourage cooperative thinking through group discussion and debate on 
pertinent issues.” 

5. “To encourage flexible thinking and adaptive speaking through constructive 
listening.”  

The skills gained in Table Topics are useful to enable us to “think on our feet” in work, 
family, or social interactions. 

 When possible, select Table Topics questions relating to the theme of the meeting. 
Subjects may range from general to controversial to encourage the participants to speak 
enthusiastically for up to 2 full minutes.  In a Toastmasters meeting setting, participants do 
have the option to divert their responses away from the question. 

 If you plan on calling on a guest, they should be asked in advance. 

The Table Topic Master should stay within the time limit and not to go beyond 12:40 
pm. 

Refer to Toastmaster publication 1315 on Table Topics (included in this handbook) for 
further guidance. 

Table Topics Speaker 
 Address the question to the best of your ability.  This is a mini-speech, so start with an 
opening, body, and close.  If you are unable to come up with a good response, repeat the 
question and that may provide you with lead time to respond and come up with an idea.  

You may creatively divert your response to something else of interest to you.  Bear in 
mind, however, that Toastmasters provides the practice field for real-life situations, in 
which you would not divert your response, e.g. if your boss asked you about the status of a 
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project. Table Topics give you the practice to speak on your feet with little preparation and 
without going into a panic.     

Speaker Evaluator 
 Provides a short critique of a prepared speech.  The evaluator provides honest reaction 
to the speaker’s presentation in a constructive manner with a opening, body, and 
conclusion.  You are not expected to be a professional authority on the topic, as you are 
providing feedback on the delivery using the guidelines set forth in the manual. 

 Meet with the speaker before the start of the meeting and go over the manual, review 
the purpose, objectives, and evaluation guide for the assignment.  The speaker may have 
other concerns and you may be asked to watch for other mannerisms, etc. Complete the 
written evaluation during the meeting.   

 As part of your evaluation, you should state the purpose and objectives of the speech, 
especially if they haven’t already been stated. 

 The oral evaluation should always include positive and encouraging comments as well 
as one or two areas of constructive criticism, then close with another positive statement.  
This is the “Oreo cookie” approach.   

If you feel the speaker has not accomplished the purpose of the assignment, you have 
the option of recommending that the assignment be repeated.  Caution:  This does not 
apply to Ice Breaker speeches. 

 Refer to Appendix I of this handbook for a more in depth discussion of evaluation 
methods.  

Table Topics Evaluator 
 The Table Topics Evaluator provides honest reaction in a constructive manner to the 
Table Topics session.  The evaluator is not expected to be a professional authority, rather 
uses the evaluation techniques covered earlier. 

General Evaluator 
 The General Evaluator’s job is to cover the entire meeting with emphasis on the 
evaluators.  

Use the concepts in Appendix I to guide your interpretation of the evaluators. 

Presentation of Awards 
 After the general evaluator completes his evaluation, the TMOD turns the meeting over 
to the President who presents awards for Best Speaker, Best Evaluator and Best Table 
Topics speaker.  
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 The President then accepts votes for the Reddy Kilowatt award. Note that this award is 
unique to HECO Toastmasters.  This certificate is awarded to the attendee with the most 
votes.  Votes are purchased at a penny a vote and can be for any reason at all.  Voters are 
not limited to one vote but may purchase as many votes as they are willing to pay for. The 
money goes into the Club treasury. 

III. Club Motto 
The club motto:  “The courage to speak must be matched by the wisdom to listen” was 

adopted on July 9, 1997. 

IV. Club Library 
 HECO #1416 Toastmasters maintains a lending library of many current publications 
from Toastmasters International.  Check with the VP Education for availability. 

V. Distinguished Club Program 
Toastmasters International (TI) has a Distinguished Club Program which guides clubs 

to reach communication and leadership goals. The program starts each July 1 and ends the 
following June 30.  There are ten goals in this program.  Our club receives recognition 
based upon how many goals we achieve.  At year end (June 30th) our club must have at 
least 20 members to be eligible OR have a net growth of at least five new members.  The 
ten goals are: 

 

1. Two CTMs.   

2. Two more CTMs.  

3. One ATM-B, ATM-S, or ATM-G 

4. One more ATM-B, ATM-S, or ATM-G 

5. CL, AL, or DTM 

6. One more CL, AL, or DTM 

7. Four new members  

8. Four more new members  

9. Minimum four officers trained each training period 

10. Submit member renewals and officer list on time. 

 

Recognition 

Clubs that meet the membership requirement AND do the following, earn recognition: 
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 Achieve 5 of 10 goals – Distinguished Club 

 Achieve 7 of 10 goals – Select Distinguished Club 

 Achieve 9 of 10 goals – President’s Distinguished Club 
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Appendix 1 – Evaluation 
(Courtesy of HECO Toastmaster Kevin Doyle) 

We Constantly Evaluate 
Each of us is an evaluator. From our first cup of coffee in the morning to our last yawn at 
night, we are constantly evaluating the people and things around us. It is hoped that, 
through this method of constructive evaluation, we may be able to improve the 
environment in which we live. 

Anyone who has spoken before an audience is familiar with some of the basic 
forms of immediate evaluation. This type of evaluation is transmitted from the 
audience to the speaker through the use of some easily interpretable cues: smiles, 
laughs, frowns, whispers, or yawns. When the speaker receives these cues from his 
listeners, he finds the evaluation simple and direct. 

Responsibility of an Evaluator 
Your goal as an evaluator is to provide honest reaction to the speaker’s presentation in a 
constructive manner, utilizing prescribed guides. When doing this, you must recognize the 
fact that you are not a professional authority, but capable of giving your own reaction to 
the material presented. 

It is you, as an evaluator, reacting to the speaker’s presentation with constructive 
suggestions for improvement. When evaluating, you should recognize that you are only 
capable of giving your reaction to the speaker’s content, organization, and delivery, and 
offering some suggestions on how the speaker might improve his method of getting his 
message to the audience 

Why evaluate? 
A critical point, indeed the central element of effective evaluations, is found in the 
question: How does the speaker benefit? The evaluator gives the speaker his reaction to the 
presentation, following the Evaluation Guide provided with each project. After receiving 
this reaction, the speaker can, after the meeting, consult with other club members and 
obtain their reactions to the presentation. Using all the feedback he can obtain from the 
evaluator and the other members, the speaker then makes a decision on which evaluation 
he will use as a guide in improving his communicative ability. 

Points to Remember 
1. Your purpose is (1) to determine, using all the resources at your disposal, the 
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general and specific effects of the speaker’s performance on you; (2) to provide the 
speaker with information, in the form of descriptive feedback, related to the impact 
of his communicative effort on you; and (3) to provide the speaker with 
suggestions for improvement based upon the possible effects of specific changes or 
modifications in his presentation. 

2. No one knows the speaker as well as he knows himself. 

3. Constructive change grows out of mutual understanding, not judgment. You, as an 
evaluator, are not a judge, but a potentially useful source of feedback. 

4. Judgments or direct evaluations imply superiority. 

5. Your superior knowledge and greater experience do not make you a superior 
person, but rather a highly credible feedback source. 

6. Failure to communicate involves both the speaker and the listener. 

7. The speaker and evaluator rely upon each other for the acquisition of useful 
information. 

8. The responsibility for evaluation lies ultimately with the speaker. 

9. Your function is not to change the speaker’s behavior, but to provide him with 
information on the basis of which he may consider changes in his behavior. 

General Evaluation Feedback Criteria 
1. Be aware of the speaker's general goals as a toastmaster member. 

2. Be aware of the speaker's specific expectations related to feedback. 

3. Be aware of the previous feedback received by the speaker so that duplication 
is avoided (unless the speaker requests it). 

4. Be aware of the progress of the speaker (his experience and improvement with 
respect to his goals as a toastmaster). 

5. Be aware of your personal impression of the speaker as an individual, since it 
will invariably influence your feedback. 

Specific Feedback Criteria: 
1. Respond to the speaker in terms of his effect upon you. 

a. Do not tell the speaker what he did, but rather what you perceived. (Avoid phrases 
such as, "You did... "You were... ", etc.) 

b. Use personal statements whenever possible, describing your reactions to the 
speaker. 
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c. Examples: "I felt..." "It seemed to me..." "From my point of view... "My reaction 
was..." "My impression was..." 

d. Avoid impersonal statements. Examples: "They say..." "One must..." "People are..." 

2. Emphasize that your responses reflect your own reactions and not absolute truths. 
Accept your reactions as your own and not necessarily attributes of the speech or 
speaker. 

3. Attempt to understand and describe, not judge. Avoid "Do's and Don'ts" and "Rights 
and Wrongs." 

4. Make sure your remarks are relevant to the speaker's topic, purpose, expectations, 
personality, and emotional state. Be direct, "to the point," and "on the same 
wavelength" as the speaker. 

5. Give honest feedback. 

a. If you are confused, say so. 

b. If your reaction was negative, say so (unless you feel that the speaker would not 
benefit by the disclosure of a negative reaction to his efforts). 

c. If your reaction was positive, say so. 

6. Emphasize the speaker's strengths as you see them. 

7. Avoid giving feedback on things over which the speaker has no control. If the speaker 
cannot do anything about a deficiency which you feel that he has, there is no point in 
giving him negative feedback on it. 

8. Attempt to establish a dialogue with the speaker. 

a. After the meeting, ask the speaker to clarify and elaborate on issues, thoughts, 
feelings, etc., that are not clear to you. This is consistent with most speaking 
situations which the individual might encounter in his job or other activities. 

b. Check out the speaker's understanding of your remarks, so that he doesn't 
misinterpret your meaning. 

9. Use objective guidelines as a way of organizing your reactions. These would include 
the requirements of specific speeches, the speaker's purpose, his delivery, and the 
criteria presented here. Do not use the guidelines to tell the speaker what he did, but 
rather what you perceived. 

10. Provide specific suggestions for improvement. 

a. Use descriptive, personal statements to give a "How to" approach to the feedback. 

b. Phrase these suggestions in terms of the probable effect of their implementation 
upon you and other members of the audience. Examples: 
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i) "I felt that my reaction would have been such and such if you had done so and 
so." 

ii) "I believe that you would have accomplished your purpose more easily had you 
done so and so." 

iii) "My impression is that if you concentrate on such and such you would have this 
effect upon me." 

c. Avoid prescriptive and interpretive phrasing of suggestions: Examples: 

i) "You should..." 

ii) "You must… 

iii) “Don’t...” 

iv) “Try to...” 

v) “What you really mean is...” 

vi) “You are...” 

d. Where appropriate, demonstrate what you mean. 

11. When possible, verify the accuracy of your personal observations with the speaker and 
other members of the club. 

a. Do not interpret the reactions of others to the speaker. 

b. Do not assume that you know the reactions of the others unless you have checked 
them out. 

c. Determine whether your reactions, observations, and suggestions are shared by 
others. 

12. Finish your comments with positive feedback 

a. Describe a meaningful aspect of the performance in terms of its positive effect 
upon you. 

b. Don’t give positive feedback that is not honest. 

c. Don’t be inappropriately enthusiastic. (If you weren’t terribly interested, don’t 
behave as if you were. Find something that affected you in a positive manner, no 
matter how small it may have been.) 

13. After the meeting, ask the speaker to help you improve as an evaluator, by offering 
feedback on your evaluation. 

Summary 
Remember your job is to evaluate, not to criticize. 

Keep it positive 
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Relate what you saw and what you heard 

Tell how it affected you – what was communicated to you 

Don’t whitewash it – be frank, sincere, not brutal 

Leave them with something they can take home to work on. 

Say Thanks – it takes an effort to get up in front of a group  
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Appendix 2 – Sample Meeting Agenda 
 

HECO #1416 TOASTMASTERS 
Date of Meeting 

Theme - _________________ 
 

AGENDA 
 
12:00 Call to Order                              President  
  Pledge of Allegiance 
  Introduction of Guests 
  Unfinished Business  
  New Business – e.g. vote in new member(s) 
  Announcements 
 
 TOASTMASTERS SESSION - TMOD Johann S. Bach CTM 
  Timekeeper (1 min) Johnny Carson 
  Grammarian (1 min) Walt Disney ATM 
  Ah-Counter (1 min) Wyatt Earp 
  Ambassador (<=3 min) Frank Fasi CTM 
 
 FEATURED SPEAKERS 
 
 1)  CTM Speech #10 - Inspire Your Audience George Gershwin 
  “Watch Your Garden Grow” (7-9 min) 
 2)  ATM Speech #1 - The Winning Attitude Adolf Hitler 
  The Professional Salesperson Manual 
  “Have I got a Deal for You”  (9-11 min) 
 3)  CTM Speech #1 - The Ice Breaker Henrik Ibsen 
  “Would You Believe This?” (5-7 min) 
 
 TABLE TOPICS (2 min/speaker) Jesse Jackson CTM 
 
12:40 EVALUATION SESSION 
 Speaker #1 (2 min) Martin L. King ATM 
 Speaker #2 (2 min) Abraham Lincoln 
 Speaker #3 (2 min) Marilyn Monroe 
 Table Topics (3 min) Richard Nixon 
 

************   VOTE AND TURN IN BALLOTS  ************ 
 REPORTS 
 Timekeeper (1 min) Johnny Carson 
 Grammarian (1 min) Walt Disney ATM 
 Ah-Counter (1 min) Wyatt Earp 
 General Evaluator (3 min) Laurence Olivier 
 
 AWARDS John Adams CTM 
  
12:59 ADJOURNMENT John Adams CTM 


