Planning for a Successful Speechcraft

Norm Cook, DTM, PDG
Decide on who will be the Speechcraft Coordinator.  The coordinator does not necessarily have to be from your club, but it is generally better if the coordinator knows all the members so can better determine who will be good educational speakers and participant coaches.  If the club has very low membership or is relatively new, the club can ask an experienced member from another club to be coordinator.
Buy a Speechcraft kit; read the coordinator’s manual.  Remember that this is only a guide; be sure to tailor your Speechcraft to the needs of your club.

Explain what Speechcraft is to your club.  This is very important; if all of your club members don’t understand what Speechcraft is, they will be ineffective in helping out with the Speechcraft.  Be sure to stress the fun they will have helping new Toastmasters gain self-confidence. 

Decide if you want to conduct the Speechcraft during your club meetings or plan a separate time for the Speechcraft.

The advantages for a Club Speechcraft are:


1. Greater member support and attendance.

2. The participants get more exposure to what a real club meeting is like. 


3. No separate planning is needed regarding securing a location.

4. The participants are more likely to join your club after Speechcraft is over.

The disadvantages for a Club Speechcraft are:


1. A limited number of participants can take part.

2. Regular members have less opportunity to give speeches.  However, every educational talk given by members can be a manual speech, and for some members, having a topic given to them makes preparation easier.

The advantages for a Speechcraft outside the club are:


1. More participants can join; the whole meeting time is for them.


2. Your club routine doesn’t change.

The disadvantages for a Speechcraft outside the club are:


1. Member participation may be lower.


2. Locating a place may be difficult.

3. The participants are less likely to join your club after Speechcraft is over.

Decide how many sessions your Speechcraft will be: 4, 6, or 8.  A 4-session Speechcraft will enable the participants to give their Icebreaker and to see how the club operates.  An 8-session Speechcraft allows the participants to give 2 or 3 speeches and really begin to become comfortable as speakers.  After Speechcraft is over, you can give credit for up to two Speechcraft speeches in the Competent Communicator manual for participants who decide to join the club.  Don’t worry if the Speechcraft projects don’t exactly correspond to manual projects.

Determine how much to charge so that the club covers its costs and makes a bit of profit.  Aim for a fee of at least $30-$60 for the program – low enough to make it very attractive, and high enough to create an expectation of value and an incentive for them to attend regularly.  It’s not recommended to have free registration; participants are usually more motivated if they have a monetary stake in it.  Clubs usually apply most or all of the Speechcraft registration fee towards regular membership dues in Toastmasters for participants who decide to join the club.  You can turn this into an incentive, e.g., “you’ve paid for 4 weeks, now get another 2 months free!”  If Speechcraft ends in February/March or August/September, go ahead and collect 7 or 8 months’ dues from the participants who become new Toastmasters.  People resent having to pay dues twice within a short period of time.

Be prepared to give each participant a receipt of payment.  This may not be important from the club’s point of view, but it will be one more small indication to your guests as to the professionalism of the club.  Receipt books are available from Toastmasters for a minimal amount.

Have a planning meeting with club members prior to the start of Speechcraft to outline the responsibilities of Speechcraft coaches.

Publicize the Speechcraft several weeks in advance.  Have each club member distribute 3 to 5 (or more) flyers at their workplace; submit a press release to every local newspaper; have the information on your club web site; and most of all, be sure every member personally invites their friends, families, and coworkers.  Use the Let the World Know handbook (Catalog No. 1140) for sample press release formats.  This handbook can be downloaded for free from www.toastmasters.org.
Make sure to order all of your materials several weeks before starting.  Have Toastmasters marketing brochures and back issues of The Toastmaster magazine ready to hand out to the participants.  Have a Toastmasters information table ready for each meeting.
Line up guest speakers, if necessary, for the educational talks well before the Speechcraft starts.  If you need help in getting speakers, call your Division Governor.

If you don’t have a dinner meeting, designate members to bring snacks for each Speechcraft session, even if you don’t normally have snacks at your meetings.  This detail is very important.  If you provide quality refreshments, the participants will love it.  
Plan the agenda for every meeting before the Speechcraft starts.  Make sure that the participants get an opportunity to speak during Table Topics at each meeting and to give at least one evaluation before graduation.  It’s recommended that they also get a chance to introduce at least one speaker and to participate in one or two meeting functions, such as ahs counter, grammarian, or timer.

A typical course outline would have an introduction to Table Topics and two or three educational speeches the first week.  During the second meeting to the next-to-last meeting, there should be Table Topics, one educational speech, and 3 to 5 participant speeches with evaluations.  At the last meeting, in addition to Table Topics and any final participant speeches and evaluations, have a guest speaker talk about the benefits of joining Toastmasters, hand out certificates to the graduates, celebrate, and have fun!

At the first Speechcraft meeting, have name tags for the participants and members to wear.  Club members should sit along the walls or towards the back of the meeting room and let the participants sit at the central table or near the front.  Assign coaches during the meeting and allow time before everyone leaves for the participants and coaches to interact.  Make sure that the participants have the phone numbers of the coordinator and their coaches in case they have questions during the week.

Have the coaches call their participants at least a day or two before the next meeting.  This contact will reinforce the budding friendships and show the participants that you care about them.  Participants are much more likely to remain in the club if they make friends, and this is only possible with one-on-one contact.
At the second-to-last meeting, give a letter to all the participants explaining the dues structure.  Follow up several days later with a telephone call to answer questions.  Have applications ready at the last meeting.  For participants who do not join, send letters a few weeks later to invite them to return for a visit and tell them how much you appreciated their participation.

Publicity doesn’t end when Speechcraft ends.  Send out a press release recognizing the completion of Speechcraft with the names of the graduates.  This press release can maintain a local "angle" by using the city affiliation of graduates where they work if their homes are far away (e.g., if Sue Pearson lives in Irvine, but works and attends Speechcraft in Downey, the press release should say "Sue Pearson of Downey" if it is to be published by a Downey newspaper).

Finally, remember that the Speechcraft manuals are only guidelines; your club can choose not to do a portion of a Speechcraft, or add additional material.  Be flexible, and adapt to the needs of your participants.  Most of all, make sure your meetings are fun!
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