
Timer 

I. Arrive at least 15 minutes before meeting

II. Assist Sgt At Arms setting up the lights and the stopwatch (Ensure that you are familiar with how they work before the meeting begins)

III. Set up the lights for the topics session ensuring the members and guests can see the lights from their seats

IV. The general evaluator will brief you on the requirements for the meeting

Topics 



You will be called by the topicsmaster to explain the timing and lights for the topics 


session at the start of the session. They are as follows;

Ÿ Contributions should be 1-2 minutes

Ÿ At 1 minute the green light is turned on

Ÿ At 1 minute 30 seconds the amber light is turned on 

Ÿ At 2 minutes the red light is turned on

Ÿ At 2 minutes 20 seconds the bell is rung 

You may be asked by the topicsmaster to give a selection of the times

Speeches

1. At the break confirm schedule of speakers and evaluators with the toastmaster and general evaluator 

2. Adjust the lights to ensure speakers can see them from the lectern

3. The toastmaster will call on you to explain the allowed timing for each speech. The speaker may request an alteration to the standard green and amber lighting times, this is acceptable

The following are the timings for speeches;
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Evaluator


General Evaluator will call on you to give the speakers times and to explain the times for the evaluators, which are as follows;


Evaluations should be 2-3 minutes


Green 

2 minutes


Amber 
2 minutes 30 seconds


Red 

3 minutes


Bell 

3 minutes 20 seconds

After the evaluations you will be asked to give the evaluator times

