	Belwood Effective Speaking Competition – March 2026
Personnel needed, Role Description, Materials Required
	
	

	Role
	Last Name
	First Name
	Contact Information
	Affiliation
	
	

	MC/Chair
	
	
	
	
	
	

	
Impromptu Chair
	
	
	
	
	
	

	Impromptu Helper
	
	
	
	
	
	

	
	
	
	
	
	
	

	English Judges (3)
	
	
	
	
	
	

	
French Judges (3)
	
	
	
	
	
	

	
Timer
	
	
	
	
	
	

	
	
	
	
	
	
	

	Tallying/Tellers (2)
	
	
	
	
	
	

	
	
	
	
	
	
	

	Set-up (2-3)
	
	
	
	
	
	

	
Registration (2)
	
	
	
	
	
	

	Door Monitor (1)
	
	
	
	
	
	

	
Food: Distribution
	
	
	
	
	
	

	
	
	
	
	
	
	

	Food: Set-up
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Clean-up
	
	
	
	
	
	



Note, the general role description listed below stays the same, but in the last two years, we have had the Juniors come and present in the morning. We generally start by 9:00 am, have a 10-min mid-morning break and snack, and then continue with speeches until approximately 11:00 am. We follow this with awards presentations and pictures for our Juniors and then they leave. Judges, and volunteers have a pizza lunch, and Intermediates arrive and register by 11:45 and afternoon speeches begin at about 12:30. We do regular speeches for half the group, have a break and those students then leave the room and prepare for their impromptu speeches, while the other half deliver their regular speeches. Once all speeches have been completed, we have about ½ hour before the awards ceremony that takes place at approximately 4:30.
This works better for us as we do not need to worry about lunches for participants and their families as Juniors finish before lunch, and Intermediates arrive after lunch. We simply provide snacks (candy, muffins..) and drinks (water, juice) during the breaks. A drawback may be the long day for judges and volunteers which can be adjusted if you have different judges/volunteers for the morning versus afternoon.

Role Description
MC/Room Chair: 
· Welcome all in attendance. 
· Indicate that all electronic devices should be turned off or put on mute, and photographs are only permitted during the awards ceremony. 
· Indicate location of washrooms. 
· Ask everyone to remain respectful – no talking during presentations, and no entering or leaving the room during presentation.  
· Introduce the judges and indicate that they will judge the speeches according to the rubrics provided. 
· Introduce the timer who will time the speeches and will stand when the minimum time for the presentation has been reached and when acknowledged by the contestant (perhaps a head nod or gaze to the timer) will sit back down and will stand again when the maximum time has been reached and will remain standing until the contestant has finished speaking. 
· We will begin with Intermediate speeches first
· All contestants in this division will sit in the chairs at the front of the room in the order of presentation determined by the number on their name tags. They will take the stairs on the left to come to the stage when invited by the Room Chair. 
· The chair will ask if the judges, timer and contestant are ready, and then the contestant will begin speaking. 
· In the Intermediate division, the minimum duration for the speech is 5 minutes and the maximum is 7 minutes. 
· Once the contestant is finished speaking, they will return to their seat in the front row. 
· The chair will ask the judges to raise their hands once they have finished scoring and then the next contestant will be called onto the stage. 
· The judges’ evaluations and the timer’s record will be given to the tellers for determining each individual’s overall score. 
· Once all the contestants in the Intermediate division have finished presenting, they will get a snack and drink from the kitchen counter at the back and head upstairs to start preparation for their impromptu speech.
· There will be a 10-minute break where those in attendance are invited to get something to eat/drink and to use the facilities.
· At the end of the break, the contestants in the Junior Division will be asked to come and sit at the front and the same procedure will occur except that the minimum speech time will be 3 minutes and the maximum duration will be 5 minutes.
· Introduce the Impromptu Chair.
· While contestants in the Junior division are delivering their speeches, contestants in the Intermediate division will be upstairs preparing their impromptu speech.
· The topic for their impromptu speech will be randomly chosen from topics provided by the Impromptu chair and the students will be given 15 minutes to write their notes for their speech.
· Once the 15 minutes has elapsed, the contestants stop writing and will remain upstairs until the Junior Division has finished their speeches.
· Once the Juniors have finished their speeches, they will re-join members of the audience and the Intermediate contestants will return to the front row and Impromptu speeches will begin.
· The Impromptu speech has a minimum time allotment of 2 minutes and a maximum of 3 minutes.
· Once all the Impromptu speeches have been completed, the students can re-join the audience to await the awards ceremony.
· Advise audience to stay close, but can go to the washroom, get a snack while waiting for awards to begin
· Invite award givers to front of stage and all Junior participants to sit in chairs in front (now facing audience). 
· We give out medals for 1st, 2nd, and 3rd place winners in each category together with a cash award. All participants get a certificate of participation and plaques for the 1st place winners have their names and the schools name added to them. 
· Pictures taken, then Intermediates invited to front and same procedure followed.
· Thank all participants, audience members, teachers, judges, helpers and Lions’ Club.
· Say Goodnight!

Impromptu Chair: (and helper) will advise students to be very quiet. Each student will draw a topic from the container provided (approximately 20 topics), and keeping their topic secret from all the others, will decide if they are satisfied with the topic chosen. If not, the topic will be handed back to the Impromptu chair until all students have had their first pick. Any topics not chosen will be available for a second choice for students who do not like their first choice. If electing not to have their first choice, students must use their second choice. Once all topics have been selected, the Impromptu chair (or helper) will record the students name, number and topic on the Impromptu form. The students will be given note cards and pencils with erasers in order to work on their impromptu speech. They will be informed that their speech should be a minimum of 2 minutes but no longer than 3 minutes in duration and no reference materials, or electronic aides will be allowed during speech preparation. The students will be given 15 minutes to write their notes and the Impromptu chair will announce when 12 minutes and 14 minutes have elapsed. At the 15 minute mark, pencils will be collected and no further writing will be allowed. The students can then look over their notes, but should not communicate with the other students. The Impromptu chair, or helper, will escort them to the washroom as needed and then to the main room once the Junior competitors have completed their speeches.  The Impromptu forms will be given to the Room Chair when the students return to the main room for their presentations. 

Judges: 
Judge speeches and score presentation based on rubric provided. Will be given approximately 2-3 minutes between contestants to mark their scores and will signify to the chair by raising their hand. Completed judging sheets will be placed face down and moved to the end of the table to be given to the Tellers.

Timer: 
Uses the "stopwatch" feature of their cell phone to time the speeches (if the timer does not have this feature on their phone, they are provided with one that does). The timer is started as soon as the participant begins speaking; and is stopped when the speaker finishes talking. In addition, to help keep the participants on track, you will be asked to stand up as the speech reaches the minimum time for speech duration until the contestant recognizes you (perhaps a nod of the head or direct eye contact) and then you will sit down. You will once again stand when the maximum time for speech duration has been reached but will remain standing until the participant has finished speaking. For prepared speeches in the "junior division" (Grades 4-6), the minimum time is 3 minutes, and the maximum time is 5 minutes. For prepared speeches in the "intermediate division" (Grades 7-8), the minimum time is 5 minutes and the maximum time is 7 minutes; and for the "impromptu" speech, the minimum time is 2 minutes and the maximum time is 3 minutes. 

You then record the time in minutes and seconds on the form provided (it contains the participants name and division) and hand this sheet to the Tellers with the overall length of time that was utilized. 

Tellers: 
Receive the judges’ sheets for each participant and the elapsed time from the timer. Provide each teller with calculator. Each Teller will tally and/or verify the judging score assigned for each contestant and record those scores on Teller Record Sheet. The average score for each contestant will be calculated and recorded at the bottom of the sheet. The time penalty will be determined – deducting 1 point for every 15 seconds, or part thereof, under or over time. This time penalty will be recorded below the average score from the judges and then the time penalty will be deducted from the average total score to obtain the overall total. Each teller will confirm that their totals correspond with one another. Once the overall total for each contestant has been verified, the overall total will be used to determine the contestant’s placement. Once the placement (1st, 2nd..) for each category (Junior English – prepared speech; Junior French – prepared speech; Intermediate English – prepared speech; Intermediate French – prepared speech; Impromptu speech) has been determined, the names of the winners will be recorded on the tellers sheets and will be written on the corresponding envelopes containing the prize money. These envelopes will be given to the Room Chair (MC) to be handed out during the awards ceremony.



Registration: Greet all contestants and guests as they arrive. Verify information for contestants (name, division, school). Have participants pick a number from a container pertaining to the division they will be competing in (Intermediate English, Intermediate French, Junior English, Junior French) and record their number on their name tag and on the registration form. Provide Judges with name tags and direct them to sit at the tables at the front. Give completed registration form to Room Chair prior to commencement of speeches.

Set-up (and Clean up): Set up tables and chairs according (and remove after competition) according to the lay-out provided. 

Door Monitors: Prevent guests from moving in and out of the room while speeches are in progress. Ensure no discussion takes place in the doorway while the contest is in progress.

Food Supply/Set-up: Snacks (chips.., cookies) and drinks (coffee, tea, and water) available as well as cups, napkins, creamer and sugar 

Food Distribution: dispense food and drinks during intermission.
Awards: buy medallions for 1st, 2nd , 3rd place winners; a new plaque to be added to existing trophies that will remain at Lion’s club – Intermediate English, Intermediate French, Junior English, Junior French; and a new trophy, in honour of Wayne, purchased for Impromptu winner
[bookmark: _Hlk129243978][bookmark: _Hlk207818461]1st place winners (Intermediate English, Intermediate French, Junior English, Junior French, and Impromptu) will receive a medallion and a cash prize of $100, 2nd place winners (Intermediate English, Intermediate French, Junior English, Junior French, and Impromptu) will receive a medallion and a cash prize of $50, 3rd place winners (Intermediate English, Intermediate French, Junior English, Junior French, and Impromptu) will receive a medallion and a cash prize of $25. Photographs will be taken of winner with trophies. All other contestants will receive a participation certificte. 
General Supplies: 
· Large envelopes for cash prizes and certificates 
· Card with Letter (A-F) in front of each judge’s station and bottle of water 
· Containers for each division with numbers to be chosen by each participant within a division and will pertain to their speaking order. 
· Registration form 
· Multiple Copies of Forms: Judging, Timer, Teller, Impromptu Topic 
· Awards results form 
· Note cards (3 x 5)
· Pens and Pencils with erasers
· Name tags
· Staplers (2)
· Felt pen
· Calculators 
· Gift $20-25 for Judges – perhaps Timmies gift certificate 

Media:. 
Wellington Advertiser 

