
Toastmaster of the evening  

 

How do you profit from being the  

Toastmaster of the Evening 

You can get at least four things from being the Toastmaster of the evening: 

1. Give a lot of mini speeches – normally four 

2. Do a poll 

3. Learn how to introduce a speaker 

4. Practice being a host 

 

Real Leadership 

Being the toastmaster is one of the leading roles of the evening, together with the 

president, the table topics master and the general evaluator.  

After the president opened the meeting, leadership is handed over to the toastmaster.  

The toastmaster presides over the first half of the evening. Due to their early appearance, 

the toastmaster is still responsible to set the mood for the evening. They prepare the 

stage for the functionaries, the speakers and the following parts of the evening.  



Being the toastmaster is a beautiful role to learn how to host an event, guide a group 

through different activities, encourage people or help functionaries to wind up an 

introduction that is getting to long. As a toastmaster you can also practice how to set a 

certain emotion in the audience – like making people honestly clapping hands while 

someone walks up the stage. If anything unexpected happens, you lead the group or the 

person through the circumstances – in a positive way. It’s real leadership.  

Some people say being the toastmaster is the most important role of the evening. Hence, 

this role bears the name of the whole organization: Toastmasters. Thus, we would like to 

ask you to prepare well in advance. But hey: by reading this manual, you have already 

started. Big time! 

If you have any question, and you might have some, please connect to any experienced 

member, the internet, your mentor, or the VP Education. We are at Splendid Speakers to 

grow together.  

This guideline is written for a person who is the toastmaster of the evening for the first 

time or who wants to reassure for their preparation. That guideline goes step by step 

though the nitty gritty of the evening. It gives you an exact idea what you can do at every 

moment. Over time, you might develop your own style and change some interactions. 

That is highly appreciated.  

Good luck, welcome to the very heart of toastmasters! 

 



Version: 03 May 2020 (Version 0.5) 
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Disclaimer: This manual is written for the standard offline meetings. Due to the current 

situation we meet online. There are some differences in the agenda between online and 

offline meetings. Since you know Splendid Speakers already very well, who will figure out 

the differences easily. To consider 

• Zoom-Link for the Meeting (Best to ask: Friederike) 

• Link to the Feedback Forms (Athi should know that) 

Before the meeting 

Preparation of the Meeting 

Read this manual 

Read this manual and other sources. Make yourself a plan for your moderation. Even 

after having been the toastmaster for at least 20 times, people still make a schedule for 

themselves and completely go through the evening in their mind. Some rehearse the 

entire moderation with a training partner.  

All roles are taken? 

Check (the Sunday before the meeting) if all roles/functionaries are taken. If there are still 

some roles open, contact potential participants by yourself or connect with the VP 

Education or the President to find solutions. 

Prepare an introduction for the evening 

Prepare a little introduction for the evening (I will call that a “Warm up” later on). If there 

is meeting theme set for the evening you can take this into account. You will find the 

meeting theme on the agenda. 

Introduction for every speaker 

Prepare a two sentences introduction for every speaker. You may call them or write them 

an e-mail and ask how you shall introduce them. If the speaker is new, they might be a bit 

surprised by your request and you might explain a little bit, what you are asking them for. 
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For a speaker introduction, you can focus on the speech itself, an interesting fact from 

their live (holiday, family, special events) or an abstract question, e.g. “What does 

freedom mean to you?”, especially when the theme of the evening is “freedom”.  

However, a short contact with the speakers is useful – to give short emotional support, 

show them that someone cares about their speech already and to find out, if they really 

start to prepare their speeches. There are not many things that are more unpleasant than 

last minutes cancelling of speeches. Most roles can be spontaneously filled by experi-

enced members, speeches mostly not.  

 
“Luck is what happens when preparation meets opportunity.” 

Directly before the Meeting 

Print the agenda 25 times 

Please print the agenda 30 times and bring it to the meeting. If you don’t have a possibil-

ity to print the agenda that day, please reach out at least three days before the meeting 

to the President or the VP Education. We will find a solution. Online meeting: No printing 

needed.  

Arrive at 7 pm at the venue 

Please arrive very early at the venue, at around 7 pm. You will have to make some 

arrangements, get comfortable with the venue, and find replacements for people who 
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were unable to come but were subscribed to a role. Online meeting: 7.15 pm is fine. 

Clarify with the owner of the Zoom link.  

Take a seat in the front row 

Reserve yourself a seat in the front row. If all seats are already taken ask one of the 

persons there, if you can take their seat. You have a good reason and they will easily 

understand your request after a shot explanation. Online meeting: :) 

Arrange the room 

Help to arrange the room: Seats, lectern, lights. Place the agendas, voting ballots, 

evaluation slips (3 if there are 3 speeches), pens and name tags nearby the door, so that 

everybody can serve themselves. The sergeant at arms has the same task, so work 

together on that. You will find these things in the red suitcase or the black bag stored in 

the room (except the agenda which must be printed by you). Online meeting: :) 

Check with the functionaries 

Check if all roles (functionaries) arrive. If you want, have a small talk with the functionar-

ies if everything is clear. Sometimes they need some reassurement, especially when they 

are new, or have questions about procedures. Do as well with the speakers and evalua-

tors. You are the host, so you are allowed to make clear that everything is well set for the 

evening.  

 
“Now, you are all set to start. Welcome to the club.” 
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During the Meeting 

After the president has opened the meeting, you preside over the first half of the 

evening. You can start with a little introduction including the warm up. Then, it is time for 

the functionaries to present their duties. When all this is done, the stage is ready for the 

main acts: the speakers. After the speeches, it is time to finish the first part of the evening 

and lead into the break and the second part. Then you are done. Congratulations!  

Your audience will be very mixed, presumably. There will be people who have already 

been members of Splendid Speakers for a very long time. They know how a meeting runs. 

However, there will be a lot of people who are new to the club or even visiting it for the 

first time. Your guidance should be made for the new once and give them directions to 

what happens and what to do. Even experienced members like it when there are well 

guided. We would like to invite you to use this role to build up your leadership skills and 

routines.   

Introduction to part 1 of the evening 

After the president has opened the meeting, they will hand over the leadership to you. 

You can start with an introduction that may contain two things: A little warm up and the 

outline of the evening.  

Warm up 

People might like it if do a little warm up at the beginning before you are coming down to 

business by presenting the agenda. That might help your audience to get used to your 

voice and your appearance, and to connect to you as a person. You can use this part to 

set the mood. Typical moods could be feelings of community, excitement, entertainment, 

a journey, an adventure, personal growth, support, or whatever positive feeling comes to 

your mind.  

You can tell a little story, use a metaphor or just a thought or observation you had that 

day. It may go like this:  

“Dear guests, my dear fellow toastmasters, good evening. While I was preparing to be the 

toastmaster of the evening, I had a thought … (e.g. that Splendid Speakers is like a fellow-

ship, made to live through different adventures. Some of us might face challenges, getting 
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far out of their comfort zone while giving a speech. On stage they feel like facing Godzilla, 

starring into his eyes, all alone, in the middle of Tokyo. Others are here to support them, well 

knowing, that they might stare into Godzilla eyes next time. The good thing is, that Godzilla 

is sitting in front of them, with an open heart, ready to support them, every time. My dear, 

splendid Godzillas, I hope we are ready to support one another this evening again, and to 

enjoy our efforts to become better speakers. I am very happy to be with you.”.  

A warm up is not obligatory, but nice. You can use around one minute for it. It may 

contain a greeting of the audience that includes the guests and the members. 

Outline of the evening 

After the warm up, it is time to give an outline 

of the meeting. Usually toastmasters say that 

the meeting consists of four parts:  

- First, the introduction of the function-

aries  

- Secondly, the well-prepared speeches  

- Third, after a short break, we will expe-

rience the thrilling table topics 

- And finally, since feedback is breakfast 

for champions, the evaluation part. 

You might find your own metaphors or 

adjectives to build up some special meaning 

and excitement for the different parts of the 

evening. You can name who will be the table topic master and the general evaluator 

today.  

It goes without saying, that we highly recommend giving that outline, so that people 

know and feel what lies ahead of them, especially the guests.  

Introduction of the functionaries 

Now it is time for the functionaries to present themselves. You can start that section by 

saying: “Toastmasters learn public speaking from different sources and numerous angles. 

An important role in this learning process is played by the functionaries, who follow the 
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events of the evening with different observation tasks. I would like to invite them, now, to 

present their roles. Please present role from your place, and just stand up to do so.”  

You can see on the agenda who shall introduce their duties now. Call them in the order of 

the agenda.  

We decided that the functionaries should do their introductions from their seats. That 

provides us the opportunity to also learn giving a little presentation from the middle of 

the audience.  

Call a functionary to present their function 

You can say: “Our grammarian today is Lisa. Lisa, may I ask you to come to the stage, and 

present your today’s mission?” 

During the presentation of the functionary 

Since the functionary stays at their place, you can stay on yours on stage. Just give your 

full attention to the functionary. 

After the presentation of the functionary 

When a functionary has finished their introduction, you should lead the applause. When 

the applause turns down you can say: “Thank you Lisa for the splendid introduction.” You 

may say one or two sentences that connect to the introduction or the role in general, but 

it is not a must.  

If the functionary has forgotten an important part of their role and you are aware of it, 

you can add it. Please do it in a way that the functionary keeps their face and the mood 

retains uplifted. An example could be, said in a very friendly tone, “Lisa, as far as I know, 

some grammarians prepare a word of the day. Do you have one for us today?”  

As already said, you can keep it very short by just saying “Thank you, Lisa.” Sometimes 

leading lean is liked by the people, because it saves time, the meeting gets momentum 

and the functionaries can shine by themselves.  
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The speeches 

Now it is almost time for the speeches. Before the speakers can perform their speeches, 

little preparation is done. 

Guidance for the evaluation slips 

The participants should have evaluation slips on their seats or places. There meant to be 

filled out during or after the speech and give valuable feedback to the speakers.  

Online meeting: :) – Maybe after being offline again, it could be, that we keep evaluation 

slips and so on online and fill it out via mobile phone. 

Why do we do that? One person could perceive that a speech was presented to slow; 

another one would say that it was too fast. These different opinions might form a more 

holistical feedback on how a speech was perceived. After filled out, the evaluation slips 

should be handed over from the participants to the speakers in the break, mostly a short 

congratulation goes well with it. This is something you can say to introduce the evalua-

tion slips. You can also ask if everybody has a pen and enough evaluation slips (e.g. 3 slips 

if there are 3 speeches), so that you don’t have any organizational unease when the 

participants are meant to fill out the slips. 

You can also mention the smaller slip, the ballot, and say, that will use it later and you will 

explain it’s meaning by then.  

We are coming closer to the speeches. Two more things need to be done.  

Here you can mention how you would like the evaluators giving their introduction: on 

stage or at their seats. I will explain in the next paragraph.  

Evaluators 

First, the evaluator gives a little introduction to the main task of the speech. Most 

speeches have certain features the speaker might concentrate on in preparation or 

during the speech, e.g. structure or body language. Mostly it depends on the project the 

speaker is working on. The evaluator should know this and present it to the audience.  
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You can say: “The first speech is held by Andre. The evaluator of Andre is Maike. Maike, 

may I ask you to give a little introduction into Andre’s project today?” 

Evaluators should stay at their seats but stand up while giving the introduction. You can 

lead them to do so by saying it. This is leadership. 

Introducing the speaker 

Now it is time to introduce the speaker. Sometimes toastmasters say one or two sen-

tences to raise the excitement for the speech or the speaker and then ask the speaker to 

come to the stage. It could be: “Out next speaker did something very special, so that she 

was able to experience, what she is telling us today. And I don’t want to spoil the climax, 

therefore, please welcome her to the stage with a big round of applause, Mareike!” And 

now, lead the applause. The applause should last until the speaker is on stage. As soon as 

the speaker arrives on stage you shake hands. Corona-Times: That sounds so 80ies 😊 

 

It goes without saying that you should have a little chat with the speaker before the 

meeting to prepare the little introduction. You can find more on how to introduce a 

speaker in the internet or at https://splendid-speakers.com/how-to-introduce-a-

presenter/.  

When the speaker arrived at the stage and the applause faded out, you may say some-

thing like that: “The title of Mareike’s speech today is ‘How to build a car’. ‘How to build a 

car’ – Mareike”. (Name – Title of the speech – Title of the speech – Name).  

https://splendid-speakers.com/how-to-introduce-a-presenter/
https://splendid-speakers.com/how-to-introduce-a-presenter/
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And then you leave the stage.  

Note: Sometimes the stage needs little preparation, e.g. a lectern has to be brought to 

the stage or brought away. That is something you should arrange before the evaluator 

gives their introduction. Otherwise, it might destroy the flow of interaction and the 

beautiful tension building up.  

 

During the speech 

During the speech you can sit on your seat, if you have chosen a seat in the front row or 

close to the stage. Your move of sitting down should not attract any of the audience 

attention. If you don’t have such a beautiful seat, you can choose to stand or sit at the 

site. Again, take a position that does not attract special attention by the audience or the 

speaker. Your place should also allow you to come back to the stage after the speech 

effortlessly and quickly. During the speech you may remain calm, connect to the speaker 

in a way every other audience member would do, and enjoy the speech.  

The speech is finished – Applause and the speaker is leaving the stage 

The speaker signals that the speech is finished. You may be one of the first who starts 

clapping. And while doing so, you go to the stage. Keep a little distance to the speaker; 

give him or her some time and space to enjoy the applause. A few speakers really enjoy it, 

some may feel embarrassed. You might help them getting more comfortable with these 

sensations by leaving them a bit within the situation, meanwhile signaling that everything 

is ok and that they did a great job. Than you can say “Thank you Mareike for your wonder-

ful speech.”, and shake her hand to hand over the attention to yourself again and to start 

her process to leave the stage.  
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The evaluation slip 

When the speaker is on their way to or has its seat, you ask the audience to fill out the 

evaluation slip. Tell them that they have 2 minutes to do so. Ask the timer to stop the 

time and give you a signal when two minutes are over.  

While the people fill out the slips you remain calm on stage, doing nothing. Enjoy your 

breath, hold the space, keep a smile on your face and enjoy how the people fill out the 

slips to support each other on their ways.  

The filled-out evaluation slips are handed over to the speaker during the break, not now. 

People use the handing over in the break to congratulate the speaker. You may exactly 

say this after the two minutes are over. 

Then proceed to the introduction of the next speaker and its evaluator. You may say: 

“Our next speaker is Joachim. The speech of Joachim is evaluated by Katja. Katja, may I ask 

you ...”. 

If it was the last speech of the evening, you can proceed to the following steps.  

Last steps 

There are only four steps left before the break. You are almost there. These steps are 

easy. 

Best speech 

If there were at least 3 speeches we vote for the best speaker. Everybody should have a 

voting ballot on its seat. A voting ballot has 4 voting categories: 

1. Best speech 

2. Best functionary 

3. Best table topic 

4. Best evaluation 

Now the people only vot for the best speech. They write down the name of the person 

who has given the best speech, whatever their personal preferences or criteria are. To 
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help the people doing the voting you can shortly explain the voting ballots and also 

repeat the names of the speakers. 

Table topics 

After the break we will have the table topics – one of the most thrilling experiences at 

toastmasters. Ask the (first) table topic master to announce, what will happen after the 

break. The table topic master can do this from their place while standing up. Lead the 

applause after the introduction.  

Announcing the break 

A little hint on using the word “break”: As soon as you say the word “break”, often some 

people get a bit restless and noisy. That is totally fine. However, in your own favor, use 

the word “break” as late as possible. E.g. I recommend not saying it while you have the 

voting for the best speech. But you can start using the word break when you announce 

the table topic master.  

Shortly before you let the break begin, you should say how long the break will last and 

when exactly the break will be over. You could say something like: “We will now have 

break of 10 Minutes and it will last until 8.35h. Thank you very much, please remember to 

hand over the evaluation slips. See you after the break, in 10 Minutes, at 8.35h”  

As you can see, I recommend mentioning the time even twice. Redundancy is often 

helpful just in case people didn’t catch it the first time. Since some people get a bit 

restless and noisy as soon as you announce the word break, it might even be necessary. 

Your last words can be: “Enjoy your break. Thank you very much for such a lovely first half 

of this [enjoyable, entertaining, exciting, memorable, …] evening.” 

Finished! 

If you want you can help the table topics master to end the break. Normally I start 

addressing people personally, and very friendly, that the break will soon be over and that 

we restart soon. 

But otherwise: You are done! Great job! Enjoy the fruits of your work and the second part 

of the evening. Maybe you will be elected the functionary of the evening. 
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After the Meeting 

Before you are going to ask someone for feedback: Celebrate! Make yourself a list of 

what went well, what did the people like, what you would like to change next time and 

what you would like to keep. Celebrate. Good job! 

 

Wishes, secrets and useful hints 

Checklist 

The first secret I would like to share: You can use the table of contents of this document 

as a checklist to go through the evening.  

The applause 

Often the toastmaster is the one who is starting the applause and also the one who is one 

of the last who finish clapping (not the last, except you really mean it). Generally speak-

ing: You are leading the applause.  

I do it like this: 

- When functionaries stand up at their place to give their introduction, I don’t give 

applause. When they have finished the presentation, I lead the applause. For sure!  

- When speakers come to the stage, I lead an applause. And for sure I do so when 

they leave.  
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Experienced Members 

Being the toastmaster of the evening is a very important role. Usually, it is only staffed to 

experienced members. What does it mean: If you feel comfortable speaking in front of 

people and you are quick learner, you can be the toastmaster after attending 4 meetings. 

Still, it will be challenging, but it might be doable, particularly with this guide and a 

mentor. Rock on! If you want to allow yourself more time, feel free to do so. Many people 

wait 3 months before they take over this role.  

Leading 

Preside with sincerity, energy, politeness and decisiveness. Lead though the evening in 

honesty, polite, with energy and determination. Invite the people to contribute positively. 

Take the crowd on a beautiful journey of personal growth and entertainment. Make 

everybody feel that all is going well and everybody is a valuable part of the evening.  

Handshake 

You ask the people on stage and you guide them back off the stage. Use a handshake or 

some other form of (physical) contact to make it happen. It does not have to be a 

handshake – but is has to be something that happens between you and the next person 

who owns the stage and later back again. 

Never leave the stage empty. 

Never leave the stage empty. Either you are on stage or a speaker or a functionary. One 

tool to make sure that this never happens is – the handshake. 

Why do we have a Toastmaster of the Evening? 

Any event profits from being hosted. To have one speaker hand over to the next is doable 

but not ideal. Every speaker’s credibility is boosted by a good introduction. Crowd work is 

best done not by the speaker himself but by another person. The Toastmaster guarantees 

that the audience’s needs are fulfilled and that the evening is run as well as possible.  

Therefore, you need to prepare well in advance. 
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Make introductions and say thank you 

Maybe you have recognized it: The Main Duty of the Toastmaster is to Make Introduc-

tions. Participants should be introduced in a way that encourages the audience to listen 

to them. The Toastmaster creates an atmosphere of interest, expectation, and receptiv-

ity. After somebody has done something, the toastmaster is the one who is saying the 

thank you.  

 

And now: 

Good luck! 

You will do a great job. 

 

 

 

See you at the meeting. 


