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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 Time Keeper
Objective

The main purpose of keeping time of speakers is to help them learn how to express their thoughts within a specific time interval. You are therefore responsible for monitoring time and emphasizing the importance of time to all Speakers and the audience. Each session of the Meeting is timed and each speech is timed. You operate the timing cards which indicate to the Speaker how long he/she has been speaking.

Before the Meeting 

· Get the timing cards, the stop watch and the bell from the Sergeant at Arms and practice operating each of them.

· Make sure the timing device is placed where it can be easily seen by the Speakers, but is not obvious to others, such as at the back or sides of the room.

During the Meeting

· State that your role is to time the speakers and explain the timing purpose with reference to the Objective (see above), the timing rules and the use of the timing device when called upon.

· Record each Speaker’s name and the time used according to the record sheet suggested below. 

· Report the results at the end of the meeting when called upon.

# Time Keeper Introduction Guidelines
You can choose to read the followings as your introduction of the time keeping rules.

“My role as the timekeeper is to record the time used by our speakers…
For Table Topics Sessions, each speaker will be allowed to have 1.5 minutes to speak.

30 seconds left, I’ll raise the green card.

15 seconds left, I’ll raise the yellow card.

When time’s up, I’ll raise the red card.

Every 30 seconds overrun, I’ll ring the bell repeatedly.

For the Prepared Speeches Session, time allowed is shown on the agenda.

2 minutes left, I will show the green card.

1 minute left, I will show the yellow card.

Time’s up, I will show the red card.

Every 30 seconds overrun, I’ll ring the bell repeatedly.

For Evaluations Session, 

1 minute left, I will show the green card.

30 seconds left, I will show the yellow card.

Time’s up, I will show the red card.

Every 30 seconds overrun, I will ring the bell repeatedly.”
# Timing Rules

	
	Time allowed
	Green Card
	Yellow Card
	Red Card
	( Bell Rings

	Prepared Speeches
	5-7 min (note)
	2 min left
	1 min left
	Time’s up
	30 sec after

	Table Topics Speaker
	1min 30sec
	30 sec left
	15 sec left
	
	

	Individual Evaluation
	3 min
	1 min left
	30 sec left
	
	

	Table Topic Evaluation
	8-10 min 
	2 min left
	1 min left
	
	

	General Evaluation
	10 min
	2 min left
	1 min left
	
	No ring


Note:  Time given for prepared speeches depends on the level and objectives of the project.  Nevertheless, the maximum time should be taken.  For example, for a project that allows 5 to 7 mins, you should set the time to 7 minutes.  For project with time limit from 8 to 10 mins, you should set the time to 10 minutes.

TIMER’S REPORT

	TABLE TOPICS

	Speaker
	Time spent
	Speaker
	Time spent

	1.
	
min
sec
	 6.
	
min
sec

	2.
	
min
sec
	 7.
	
min
sec

	3.
	
min
sec
	 8.
	
min
sec

	4.
	
min
sec
	 9.
	
min
sec

	5.
	
min
sec
	10.
	
min
sec

	

	TABLE TOPICS EVALUATIONS

	Evaluator 
	Time spent
	Evaluator
	Time spent

	1.
	
min
sec
	2.
	
min
sec


	PREPARED SPEECHES
	EVALUATIONS

	Speaker
	Time spent
	Evaluator
	Time spent

	 1.
	
min
sec
	 1.
	
min
sec

	 2.
	
min
sec
	 2.
	
min
sec

	 3.
	
min
sec
	 3.
	
min
sec

	 4.
	
min
sec
	 4.
	
min
sec

	 5.
	
min
sec
	 5.
	
min
sec
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