19/09/2020

Timer Role and Responsibilities:

(Helping members speak within set time limit)
(DOWNLOAD the online timer background)

A hallmark of effective speakers is the ability to express themselves within a specific amount of time. Members rely on the timer to pace speeches and practice adhering to a time frame. 
The timer is also responsible for tracking every part of the meeting agenda.
When the Toastmaster calls upon you to explain your role, stand up and introduce your role. 

You can use the following to explain your role to the audience: 
***Using the Lighting Device/ Using Cards::

“Toastmaster of the day, fellow Toastmasters and dear guests, Good Evening 

As Timer, I am responsible for keeping track of the timing of each and every segment of the meeting. One of the goals we work on at Toastmasters is the ability to speak within a set time limit. I will be aiding the speakers by keeping track of time.

I am using 3 colors lights/card to signal the timings, Green, Amber and Red: 
- Green light/card will be on/shown when the speaker has reached the minimum time, 
- Amber will be shown when the speaker is approaching the end of their allotted time and 
- Red light will be shown when the allotted time is over and the speaker should conclude and it will remain on until the speaker finishes the speech.

I will report the timings as and when required by different role players.

Over to the Toastmaster of the day”
You have to demonstrate the lighting device/cards when you are explaining/talking about it.

Throughout the meeting, use the stopwatch (your mobile) to track all speeches, signal each speaker using the lighting device/cards, and record timings on the Timer sheet (P3).
You have to report to the Toastmaster / Topics Master / General Evaluator whether the speakers are qualified for voting when asked for.
You will also need to signal the Toastmaster / Topics Master / General Evaluator with red when they have spoken for their allotted or agreed-upon time (based on the Agenda).

When called for the final report, you may stand near your seat and give a brief report:
“ All Speakers /Table Topics/ Evaluators are qualified (except XXX). The meeting is behind/ahead time by X minutes.”
	TIME LIMITS PER SESSION:

Use the following, when asked for detailed timing rules per session. 

For Table Topics Session, each speaker will be allowed to have 2 minutes to speak.

At 1 minute, I’ll raise the green card/light.

At 1 minute & 30 seconds, I’ll raise the yellow card/light.

At 2 minutes, I’ll raise the red card/light.

You will have 30 seconds grace period, and I will keep holding the red card/light till you finish.

For Ice Breaker Speech, the speaker will be allowed 4 to 6 minutes to speak
At 4 minutes, I’ll raise the green card/light.

At 5 minutes, I’ll raise the yellow card/light.

At 6 minutes, I’ll raise the red card/light.

You will have 30 seconds grace period, and I will keep holding the red card/light till you finish.

For Regular Speech the speaker will be allowed 5 to 7 minutes to speak
At 5 minutes, I’ll raise the green card/light.

At 6 minutes, I’ll raise the yellow card/light.

At 7 minutes, I’ll raise the red card/light.

You will have 30 seconds grace period, and I will keep holding the red card/light till you finish.

For Advanced Speeches for experienced Toastmasters vary in time. Speakers who need a different amount of time than the above time limits should let the Timer know in advance of the meeting. 

For the Evaluation Session, the evaluator will be allowed 2 to 3 minutes to speak
At 2 minutes, I’ll raise the green card/light.

At 2 minute & 30 seconds, I’ll raise the yellow card/light.

At 3 minutes, I’ll raise the red card/light.

You will have 30 seconds grace period, and I will keep holding the red card/light till you finish
The General Evaluator will have 5 min to give his feedback.



	Prepared Speech Qualification: Speech is less than 30 seconds shorter than the minimum time and not more than 30 seconds longer than the maximum time.

	Category
	Speaker
	Time range
	Time spent
	Qualified (Y/N)

	Speaker #1
	
	
	
	 
	
	

	Speaker #2
	
	
	
	
	
	

	Speaker #3
	
	
	
	
	
	

	Speaker #4
	
	
	
	
	
	

	Speaker #5
	
	
	
	
	
	

	Table Topics Qualification: Speech is at least one minute long, and not longer than 2 minute 30 seconds.

	Category
	Speaker
	Time range in Min
	Time spent
	Qualified (Y/N)

	Table Topics #1
	
	1 
	1:30
	2 
	
	

	Table Topics #2
	
	1 
	1:30
	2 
	
	

	Table Topics #3
	
	1 
	1:30
	2 
	
	

	Table Topics #4
	
	1 
	1:30
	2 
	
	

	Table Topics #5
	
	1 
	1:30
	2 
	
	

	Table Topics #6
	
	1 
	1:30
	2 
	
	

	Table Topics #7
	
	1 
	1:30
	2 
	
	

	Table Topics #8
	
	1 
	1:30
	2 
	
	

	Table Topics #9
	
	1 
	1:30
	2 
	 
	

	Table Topics #10
	
	1 
	1:30
	2 
	
	

	Evaluation Qualification: Speech is at least 1 minute and 30 seconds long, and not longer than 3 minutes30 seconds.

	Category
	Speaker
	Time range in Min
	Time spent
	Qualified (Y/N)

	Evaluator#1
	
	2
	2:30
	3
	
	

	Evaluator#2
	
	2
	2:30
	3
	
	

	Evaluator#3
	
	2
	2:30
	3
	
	

	Evaluator#4
	
	2
	2:30
	3
	
	

	General Evaluator
	
	
	
	


   WBTM

