Chairing and Preparing to Chair

· Get confirmations quickly as possible for the speeches and ask speakers for their speech timings and meeting placement requirements (if someone needs the Data-show it is best if they can speak straight after the break, so everything can be set up during the break)
· Never assume a member will turn up unless you’ve had a positive confirmation      

· Email out the full (draft) agenda well before the meeting (at least 24 hours) otherwise people forget what they have committed to 

· Remind evaluators to contact their speakers before the meeting 

· You have total control of the meeting, so don’t feel constrained by what others have done before you. You can decide on the seating, the tone, the format etc. It is good for us to be challenged. Being Chair sets the tone of the meeting. You need to exude confidence and don’t open the meeting apologising for ANYTHING. 

· It is your responsibility to ensure the meeting finishes on time

· Arrive early!!

· if guests slip in after the meeting has started, try to ask them their name and welcome them at the first chance you get.
· Yes, people will pull out, if you have people pull out of speeches, and you only have 3 prepared speakers, send out an email asking for volunteers – members wanting to get through their speeches often have something ready to go.

· Keep notes during the meeting of who does what roles, speeches and table topics, so you can write up a summary of the meeting to email to members and post to the Turbine website. Especially note down the winners for best TT, Speech and Eval

· Print out 20-25 copies of the agenda to bring to the meeting. Print this out right before the meeting, because it always changes!

A few pointers: 

· if you have an icebreaker speech or newer member speaking, put them speaking before Table Topics. Then they can relax and enjoy the meeting having got it over and done with!
· some people don't turn up, so be aware of that, as you may need to reschedule things at the start of the meeting. 

· if anyone is doing a long speech, say from the advanced manual, you can schedule this after the break as they may need to set something up in preparation. - hopefully they will let you know this when they confirm their speech title and timing. 

· do the agenda with all the times on it.  Once you've finalised it, take the times out (except for start, tea break and finish times) on everyone's copy except for yours. Otherwise people at looking at the times and worrying that you are running behind or ahead of schedule.

· when matching up evaluators with speeches, have a think about who you think is best suited. Some people can be a bit critical in their evaluations, which is not so nice on the less confident speakers.

· you can comfortably do 4 speeches in a meeting, bear in mind that advanced speeches can be longer, so ask speakers to confirm the timing of their speech. If you have more than 5 confirmed speakers, check the ideas below for fitting everything in

· in terms of timing, table topics, is what you adjust to make it all work.. This could be 10 minutes in total or 20, work out the rest of the meeting, put 5 mins up your sleeve, and then put the remaining time for table topics.

· get out from behind the table when speaking.  Try not to hold the agenda in your hand - memorise who is speaking next and then stand up and introduce them.  

· LEAD THE APPLAUSE before/after speakers.  

· Vacate the chair/table when the TT master runs the session

· Ask an experienced member to look over your draft agenda if you don’t feel confident about it 

More than 5 speeches??

A number of times a meeting has fitted in 6-8 speeches but some rearrangement of the agenda is needed to fit everything in.

You'll need to keep tight control of the timing and might need to be inventive.

Some possibilities for time savers are:

· Chair does very quick intro’s for each of the speakers, rather than the evaluator     

· Evaluations (some or all) are written only, rather than presented – this also means 1 person can evaluate multiple speakers, as you may be short of evaluators        

· Cut out timekeepers report, grammarian, ah counter, or host’s quote

· Chair does welcome and apologies, but more Table Topics so everyone still gets a chance to speak

· Have a quick 5 minute break where people grab a drink and something to eat and bring it back in with them 

· Let evaluators know in advance they have 1.5 mins (or whatever fits, to give a super-duper CRC speed evaluation) More like a Table topics evaluation, and they can put everything else in their written evaluations

· General business is emailed out before/after rather than presented        

· Audience told to clap when bell rings and speaker has to walk off stage regardless of whether they are finished or not – or otherwise Chair intervenes at bell and asks speaker to finish. (probably good to warn speakers a few days beforehand that this will happen so they plan for it)    

· Table-topics at 1.5 mins each, or even 1 min 

· GE evaluates TT as well
