General Evaluation
Being general evaluator is a big responsibility and it is integral to the success of every single club member. People join Toastmasters because they have a goal – they want to learn something. The club is where they learn. If the learning environment isn’t focused and fun, members won’t learn what they joined to learn. Your observations and suggestions help ensure the club is meeting the goals and needs of each member.

And what do you get out of the deal? You get the chance to practice and improve your skills in critical thinking, planning, preparation and organization, time management, motivation and team building!

The Mission of the Toastmasters Club is to provide a mutually supportive and positive learning environment in which every member has the opportunity to develop communication and leadership skills, which in turn foster self-confidence and personal growth.

MEETING PREPARATION: 
· Were the guests/visitors greeted and looked after efficiently 
· Was club information readily available 
· Was the room properly equipped/lights, lectern, clock, voting slips, etc., all in place 
· Were up-to-date programs available without excessive last-minute changes 
· Were the individual functionaries "ready-to-go" when required 
TIMING/FLOW: 
· Did the meeting start on time 
· Did any individual segments run over and why 
· Did the meeting restart on time after the break 
· Was the meeting fast-paced and under control/comment on any disruptions 
· Did the audience know what was going on at all times 
INDIVIDUAL FUNCTIONARIES: (Toastmaster of the Evening, President's Opening Address, Table Topics Master, Timer, Ah Counter, Evaluators, Language Evaluator)
· Was the individual well-prepared 
· Was the individual's contribution well-delivered 
· How well were the objectives of the function/segment achieved 
· Comment on any creativity/new ideas 
AUDIENCE REACTION: 
· At the end of the day, the success of the meeting must be judged by audience reaction. 
· Did the audience find the meeting interesting and informative 
· Did the audience find the meeting entertaining 
· What was the "mood" of the meeting 
· Did the audience lose interest at any point 
· Did any contribution offend members of the audience 
· Were the audience "moved" by any contribution 
· Were there any special moments which provoked a strong audience reaction 
FINALLY: 
· Give your overall impression of the meeting 
Sergeant-at-Arms
· Did s/he arrive early enough to prepare the meeting room and meet guests at the door? 

· Was spatial arrangement (tables and chairs etc.) good enough? 

· Did s/he ask guests to fill in the guest card? 

· Did s/he introduce guests to officers and other members before the program began? 

· Did s/he provide the president with the guest cards filled in to refer to in guest introduction? 

President at business session
· Did s/he start the meeting on time? 

· Did s/he introduce the guests properly? 

· Did s/he ask the Secretary to read the minutes of the previous meeting? 

· Were the minutes sufficiently detailed and accurate? 

· Was parliamentary procedure followed in the business session? 

· Were there any confusion or evident mistakes in the parliamentary procedure? 

· Did the president act democratically? 

Table Topic Master
· Did not s/he make too long a topic presentation as almost a speech? 

· Was the topic selection good? 

· Did s/he first announce the topic/question and then call upon a participant? 

· Did not s/he call upon Toastmasters with heavy job such as prepared speakers and TMOD when there were no job members and light job members were available? 

· Did not s/he embarrass the guest by calling upon them? 

· Did s/he ask for timer's report, announce the eligibility and ask the audience to vote? 

TMD
· Did s/he announce changes in day's program, if any, at the outset? 

· Any problem or flaws in the printed program? 

· Were introductions of speakers adequate? 

· Did s/he make a smooth bridge between one speaker to the next? 

· In introducing the speaker did s/he cover the following without fail? 

1. Speech project 

2. Evaluator's name 

3. Objectives of the project 

4. Time allotted 

5. Speech title 

6. Speaker  Name (with some introduction of Speaker)
· Did s/he encourage the members to use the comment slip? 

· Did not s/he forget to ask for timer's report for eligibility announcement toward the end of the prepared speech session? 

· Was award presentation adequate and dramatic? 

Individual Evaluator
· Did not s/he sound authoritative? 

· Did not s/he use harsh words to hurt the feeling of the speaker? 

· Did not s/he tried to cover too much ground and lost focus? 

· Wasn't the evaluation just a white-wash? 

· Did s/he give constructive suggestions for improvement? 

· Did s/he refer to the manual in making his/her feedback? 

Ah-Um counter (as the presenter of Word of the Day)
· Was the selection of WOD good and sensible? 

· Did s/he count WOD and Ah-Um correctly? 

Timer
· Was the explanation of timer's role adequate, not dragging out? 

· Did s/he keep the flags posted visibly enough from the speaker? 

General
· Did people stand up before they speak in the business session? 

· Did people address the President, TMOD and GE properly in the beginning of their speech? 

· Did not they make a small conference or make noise during the program, especially during somebody's speech? 

· Did not people leave the lectern area unattended? 

Overall evaluation
· What is your overall impression/feeling about today's meeting? 
