
The Professional Edge Chairman 

Chairman Guidelines and Responsibilities Compiled by Ros Hansen, November 2010 

Two Weeks Before Meeting:  
Fills all roles for the meeting. Confirms participants for the meeting ASAP by contacting Sergeant @ Arms, 

Speakers, Introducers Evaluators and General Evaluator; and arranges for back up Speakers and Sergeant at 
Arms.  

Reminds speakers to provide introductions, timing and project objectives, to the Chairman, Introducers and 
Evaluators, prior to the meeting.  Introductions should warm up the audience to the speaker, the topic, and the 
speech. 

Prepares theme & opening question related to the theme for an introductory check in round.  A Check In” technique 
for meetings is a quick, energizing, often humourous strategy that allows everyone to hear again the correct 
pronunciation of each person’s name, but also provides the Chairman with a way to build a cohesive meeting theme 
with fresh material for transitions/introductions, potentially adding professionalism, smoothness and spice to the 
meeting.  The trick is to come up with a question related to the theme that audience members could answer with 
one word or one-sentence answers instead of ‘telling a story’.  

Prepares warm introductions for the Introducers and General Evaluator. 
Organizes a good 90-minute meeting according to the number of speeches.  When the schedule is not worked out 

before the meeting, time is lost at the meeting.   An agenda template is available for use.   With 5-7 minute 
speeches, each speaker needs a 15-minute block of time.  Networking is an important part of the meeting and 
cannot be sacrificed. Plans the break to be a minimum of 12 minutes, dropping a speech if necessary to 
accomplish this.  There is time to do 4 speakers with 5-7 minute speeches, or, if there’s one 20-minute speech, 
there is time for only three speakers.  The agenda allows the following allotments for each Speaker… 

1-minute Introductions  
5-7-Minutes Speeches (Adjust accordingly if there are longer speeches) 
1-Minute Of Silence after each Speech 
3-Minute Evaluation 
2-Minute Group Evaluation (Note: Reduced Time) 
1-Minute For Handing Over The Lectern Between Speakers 

Finalizes agenda, assuring participation for as many members as possible instead of doubling up on roles. Prints 
out enough copies for those attending the meeting.   

Sends final agenda to all members, encouraging them to invite guests from their own clubs who have completed their 
CC Please update your address book so your email requests / reminders go to the whole group.   

  At the Meeting: 
Arrives ahead of time to check that everything is in place. 
Thanks Sergeant @ Arms when called to the lectern.  Addresses audience, “Fellow Toastmasters, Welcome Guests 

(use names) & [Visiting Dignitaries]”.  Introduces theme. Briefly explains Chairman role for the benefit of 
guests and new members. Briefly describes location of facilities for guests. Reviews Agenda. 

Poses check-in question. Reminds audience to introduce themselves and keep reply to a short, snappy (10-seconds 
or less) one-word/sentence answer. 

 Enthusiastically introduces Introducers for each speaker with a brief background, and waits for Introducer to take 
over the lectern. Shakes hand. Goes to place 

Returns to lectern when each speaker finishes his/her speech. Shakes hand.Thanks speaker. Provides 
bridging for a smooth transition from one speaker to the next. Introduces next speaker. 

Moves the meeting along on time.   
Adjourns for networking break where appropriate 
 At the end of the meeting: 
Reclaims the lectern from the General Evaluator.  Asks if there are any announcements.  
Confirms next week’s roles. Reminds people to sign up for speeches in advance. 
Asks guests for feedback. Encourages guests to consider membership. 
Wraps up meeting. Adjourns meeting. 


