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Chairperson Tips 
 

• For most toastmasters chairing a meeting is the “final frontier” a role that is seemingly so beyond 

their reach, they think they will never get that far.  However everybody with proper 

encouragement and advice can chair a meeting! 

 

• If you’ve never chaired before, a phone call/email to a more experienced member will answer the 

questions you have on this role. 

 

• Make sure you put your name into the on-line agenda and include the theme, and your e-mail. 

 

• Consider dressing up in a suit, or even your favorite outfit that makes you feel relaxed and 

confident.  Being chairperson you set the theme and control the meeting, timing etc.   

 

• What will your theme be?  I often get quotes/ideas from the BC Toastmaster’s resource link:  

www.toastmasters.bc.ca You can also look to current events on the calendar such as changing of 

the seasons, going back to school, holidays etc.  

 

• Follow up with your Toastmaster to ensure he/she has contacted all the speakers and the 

toastmaster has asked for their speech title, CC # and speech objectives. 

 

• Now you’re ready to start making up the agenda.  You can use a template of one or simply create 

your own on MS word (insert a table-no lines so you can move roles/people around easier).  Some 

people love quotes and pictures so you can put those on the agenda-it’s up to you. 

 

• When scheduling the speeches, often it’s better to organize them in level of experience, not just 

how they appear on the on-line agenda.  For example an ice breaker speaker should go before 

somebody who is delivering their AC Bronze.  

 

• You may need to email or simply call individuals to sign up for a particular role.  The speeches 

seem to be the first to go; evaluators are usually the last to be filled.  Most people tend to wait 

until they are “asked” to participate in a role, some just go ahead and sign up.  Experienced 

members sometimes help out and take on 2 roles (say a speech and joke master).   

 

• Your agenda is your road map, it tells you where you are and if you’re running behind or ahead.  

Try to pump in extra minutes on the agenda where you can-often I put in extra time for the guest 

introductions as most guests surprise and talk longer than they think they would. (also don’t be 

afraid to cut people off if they go on and on, after all your objective is to finish the meeting on 

time) 

 

• Arrive early (say 6:30pm) with lots of agenda copies (I usually do 30).  Getting to the meeting 

early ensures you’re not in a panic about arriving late.  You’ll have time to distribute the agendas, 

& make sure you have a bottle of water.  If you have roles to fill you can ask people when they 

start coming into the meeting. 

 

• The Sergeant at arms will introduce you and also collect votes for best table topic and evaluator.  

He will give the winning votes to you before the awards section comes up. 
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• Your opening comments should focus on welcoming the members/guests and also talking a bit 

about the theme.  Stand up straight, be proud and don’t forget to breathe!  ☺ 

 

• Watch your timer-they are a valuable assistant during your meeting.  During the 10 minute break, 

keep your eye on your watch and ask your timer to hit the buzzer a few times so people take their 

seats.   

 

• Offer bridging short comments or thank you’s between the roles: be enthusiastic, and professional. 

 

• You introduce everybody in the first half of the meeting.  In the 2
nd

 half you introduce the 

toastmaster who takes over most of the 2
nd

 half. 

 

• The toastmaster should sit right beside the chairperson.  The toastmaster will help you out if you 

accidentally skip a section of the agenda. 

 

• Once the toastmaster is up they will introduce the speakers and evaluators.  They will turn it over 

to you once they have told people to vote for the best evaluator.  You then introduce the timer 

again and ask for the time report. 

 

• When you chair the first few times, don’t worry about voting for best table topic or evaluator.  

Also don’t worry about writing down a speech evaluation for a speaker-often you are just settling 

into the role, and you don’t want to do too much. 

 

• During the 10 min. break, or during the 1 min. pause evaluations you can get the ribbons out for: 

 

o Best table topic 

o Best evaluator 

o Ice breaker (if there is a 1
st
 speech) 

o CC #5 (if there is one) 

o CC #10 (if there is one) 

o AC #10 (if there is one) 

 

• Announce the ribbon winners and get them to come up the front to receive their reward. 

 

• Thank members/guests for coming and if there are no other business announcements then grab 

your gavel and hit the lectern and say goodnight! 

 

Remember once you’ve chaired a meeting, you’ve broken through to the next level!  

Congratulate yourself and be proud-you’ve earned it! 

 

 

 

 

 

 

 

 


