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Introduction:  Your membership in Highways to Success is much more than an opportunity to learn to communicate well. The official Toastmasters International program is called “Communication and Leadership.” Members build their communication skills by delivering and evaluating speeches. Leadership skills are built by organizing and conducting meetings and motivating others to help you. By acting as the Toastmaster for a club meeting, you have the opportunity to learn and practice these skills. In other words, just as members learn to speak by speaking, they learn leadership by leading.

Following are the responsibilities of the Toastmaster:

1. When given the assignment as toastmaster, confirm with the Vice President of Education that you will be able to conduct the meeting on the day assigned.
2. Think of a theme that you would like to have for the meeting.  It can be a concept, i.e., Freedom, Leadership, etc., or a theme relevant to the time of year/holiday, i.e., Summertime, Giving Thanks, Halloween, etc. – or, be creative, could be “The 60s” or “The Oscars”
3. At least one week prior to your meeting, confirm with each of those members assigned functions that they will be available to participate. The Vice President of Education keeps the schedule a few weeks ahead of time and will have information on the assignments for you. You can also see the assignments on the club web site:
 http://www.orgsites.com/ca/club7278/
From members with certain assignments, you’ll need more information:

a. Speakers – ask for:

i. the title of their speech

ii. the manual they are using and which # speech it is
iii. the time allotted for the speech

iv. the objective of the speech

v. a brief introduction for you to give before the speech. 
b. Grammarian – ask him/her to choose a word of the day – helpful if it is relevant to the theme of your meeting.
c. Table Topics Master – ask him/her to try to develop table topics that are relevant to the theme of your meeting.
4. Complete an agenda, there are several templates to choose from and they are available on our web site, or you can ask the Vice President of Education to forward them to you.  If you do not have a printer available, you can pick up a blank agenda the week prior to your meeting and simply fill in the names by hand and have the agendas copied.  If you have any questions about completing the agenda, ask any of the club officers how to complete. 
5. Ask the club President if there are any special announcements to add to the agenda. 

6. Make copies of the agenda and bring to the meeting (usually 15 copies are enough). 

7. During your meeting:

a. Follow the agenda – you’ll be familiar with it by the time you’ve worked so hard on it!
b. If there are guests at the meeting – ask the general evaluator, grammarian, timer and vote counter to explain their duties.  Otherwise, this is not necessary.
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