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KOWLOON TOASTMASTERS CLUB 
Meeting Venue: Room 1114, 11/F, BP International, 8 Austin Road, Jordon, Kowloon (Jordon MTR Exit D)

Meeting Date: every 2nd, 4th and 5th Wednesday of each month (except public holidays)

Time: 6:45 p.m. – 9:00 p.m.

Website: www.kowloontoastmasters.org
When you are the Individual Evaluator (IE)

The evaluation you present can make the difference between a worthwhile or a wasted speech for the speaker. The purpose of evaluation is to help the speaker becomes less self-conscious and a better speaker. This requires that you be fully aware of the speaker's skill levels, habits, and mannerisms, as well as his/her progress to date. 

Before the Meeting :

· Review the speech project and its objectives and study the evaluation guide in the manual.

· Talk with the speaker to find out what are his/her specific objectives.  Find out exactly which skills or techniques the speaker hopes to strengthen through the speech.  

At the Meeting :

· Look for the speaker and get his/her manual.

· Complete the evaluation form after listening to the speech then present an oral evaluation when called upon.

· Begin and end the evaluation with positive comments or encouragement.  

· Try to avoid making a summary of the speaker’s speech. 

· Don’t try to cover too much.  3 minutes evaluation allows ample time to talk about two strong points and two possible areas for improvement.

· Construct the evaluation with an introduction, a body and then a conclusion that reiterates the points you covered.

· Provide the speaker with specific tips for improvement.

· Praise a successful speech and specifically tell why it was successful.  Don’t allow the speaker to remain unaware of a valuable asset such as a smile, a sense of humor, a good voice, etc.  Don’t allow the speaker to remain ignorant of a serious fault or mannerism; if it is personal, write it but don’t mention it aloud. 
· Areas for Evaluation
	· Body language

· Facial expression

· Pace of speaking

· Use of small cards as notes or no notes

· Vocal variety

· Speech climate with appropriate pauses to arouse attention

· Speech objectives

· Time management
· Use of language

	· Eye contact

· Gestures

· Use of props or visual aids or other equipment

· Utilization of the stage

· Pronunciation

· Speech content of topic with respect to originality, imagination and creativity

· Speech title

· Recognize improvement from previous speech delivery if applicable


After the Meeting :

· Return the project manual to the speaker, adding a verbal word of encouragement to the speaker and answer any questions the speaker may have.

· Take this opportunity to cover points you feel uncomfortable mentioning in front of the club or are not sure how to evaluate tactfully.
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