CHIEF JUDGE ONLINE BRIEFING
Prior to the Contest:
· Each contest should have the following functionaries:
· 2 Zoom Masters. One of them is the main ZM that will open the meeting.
· 2 Timers. Each Timer has a different role.
· 2 Ballot Counters.
· 1 Tie-Breaking Judge.
· 5 Judges for Club Contests. 5 Judges for Area Contests (or an equal number of judges from all Clubs). 7 Judges for Division Contests (or an equal number of judges from all Areas). 7 Judges for District Contests (or an equal number of judges from all Divisions).
· 1 Contestant Interviewer. To interview Contestants after the Contest.
· Send the following forms to your functionaries:
· Judge’s Certification of Eligibility and Code Ethics (form #1170): to all Judges and the Tiebreaking Judge. It must be signed and returned before the contest.
· Judge's Guide and Ballot for Online Speech Contest (form #1189A): to all Judges (two if it’s a joint contest).
· Tiebreaking Judge’s Guide and Ballot for Online Speech Contest (form #1189B): to the Tiebreaking Judge.
· Time Record Sheet and Instructions for Timers (form #1175): 1 sheet per contest to each Timer.
· Counters' Tally Sheet (form #1176): Both Ballot Counters gets one per contest.
· Collect contact information for all your functionaries and keep them on a sheet for emergencies.
· Choose a method for communicating the results. It could be by email, text, WhatsApp or through the Zoom Chat. Make sure none of the judges see each other’s results. This method could also be your best way to communicate with your functionaries during the contest as well.
· Arrange a time for briefing your functionaries. This could be right before the contest or on a separate day.


During the Briefing:
Thank you to each of the functionaries for serving a vital role in the contest. It takes a lot of help to run a contest, and this contest could not happen without your help.
Timer’s Briefing:
· All Timers should put their names on the top of the form.
· Each Timer will record the time of each Contestant on the timing record form.
· When the speaking order is announced all Timers must write the names of the contestants on the timing sheet in the same order.
· All Timers must complete one form per contest and submit it to the Chief Judge at the conclusion of each contest.
· For each Contestant, start timing when the contestant utters their first word, or makes a gesture to the audience, indicating the beginning of the speech. When in doubt, give the benefit to the speaker, but please be consistent.
· A contestant is not qualified until their time reaches four (4) minutes and 30 seconds and is not disqualified until their time reaches seven (7) minutes and 31 seconds.
· Write the letters DQ next to the Contestant’s name on your timer form if they are disqualified.
· The 1st Timer will be (choose one of the timers) and they will keep their hand raised and Zoom monitor on for the duration of the contest by keeping a Timer’s background on. This ensures that contestants are able to view an accurate green, yellow, or red signal at appropriate times during the speeches. Before the contestant starts, have the black (or neutral) background turned on.
· The Timing signals should be as follows:
· The green signal will be displayed at five (5) minutes and remain displayed until the next signal.
· The yellow signal will be displayed at six (6) minutes and remain displayed until the next signal.
· The red signal will be displayed at seven (7) minutes and remain displayed until the speech is concluded.
· After each contestant finishes (except for the last Contestant), set the timer for 1 minute to allow judges to complete their ballots. Display the green background at one (1) minute until the Toastmaster acknowledges that the 1 minute of silence is complete.
· After the last contestant completes their speech, the Judges will have an indefinite amount of time to complete their ballots, and no timer assistance will be required. The Chief Judge will announce when the contest may continue.
· When the contestants are finished, all Timers must take a picture of the timing sheet and send via the agreed method to me (or send the whole PDF file).
· If a contestant experiences a technical difficulty in which their audio, video, or both are severely weakened or completely lost during the contest, the Contest Chair and I will confer and determine the contest is paused. The contestant is allowed no more than 10 minutes to attempt to reestablish a secure connection to the contest. The paused time will be tracked by Timer # 2. If the contestant is able to reestablish a secure connection within the 10 minutes, the contest chair indicates the last word or sentence that was heard, and the contestant continues their speech from that point with no additional time allowance. If the contestant is unable to reestablish a secure connection within the 10 minutes, the contestant is disqualified (unless they reached the minimum allowed time) the contest continues with the next contestant.
· If any of the Timers experiences a technical difficulty in which they are unable to hear or see a contestant well enough to complete their responsibilities, they must notify the chief judge immediately and their timing for the effected speeches won’t be consulted. If Timer #1 is the one effected, Timer # 2 must also be ready to take over and operate the signaling device until Timer #1 is back to fully operational status. 
· Keep the timing results (including any disqualification) to yourself and never discuss them with anybody after the contest.
· Are there any questions related to the Timer role?
· The Timers are now briefed and can leave the Functionaries’ briefing room.
Ballot Counters Briefing:
· Each of the online Judges will send their results via the agreed method to me and Ballot Counters.
· When I have all the ballots, the tie breaker ballot, and the timing records, I will let the Contest Chair know that all ballots have been collected. I will then ask the Zoom Master to put me in a breakout room along with both Ballot Counters to tally the results.
· Use the Tally Sheet to score the contestants based on the written instructions.
· A Tie-Breaking Ballot will only be used if there’s a tie between 2 or more contestants.
· It is critical that you do not discuss the scores or placement of any contestant either during or after this contest.
· Watch your chat box (or preferred method of communication) for any specific messages from me or the Contest Chair.
· If the results are announced differently than what you tallied, you and the Chief Judge have the right to correct the record.
· Are there any questions regarding the Ballot Counter role?
· Ballot Counters are now briefed and can leave the Functionaries’ briefing room.
Judges Briefing:
· I’ve sent you the Eligibility Forms before the contest. These forms certify that you are a Toastmaster in good standing, in a club in good standing for the last 6 months, that you have completed at least Level 2 in Pathways or a DTM in the legacy program. Have you all completed and sent me the forms?
· You must remain anonymous during and after the speech contests. Your name can be displayed, and your camera can be on but never indicate to anybody that you’re a judge.
· You must not be in the same club of any of the contestants. Are any of you a member of a club with any of the contestants listed on the contest program? (Skip this point if you followed the “equal number of judges” rule).
· Are any of you currently competing in a contest, or planning to compete in a speech contest this round? If so, you will not be able to serve as a Judge in this contest.
· Familiarize yourself with the Judge’s Guide and Ballot I sent you to know what you’re judging the contestants on. As you can see on page 2, Content is 50% of the contestants’ score, Delivery is 30%, and Language is 20%.
· You are to remain unbiased toward each Contestant. Do not be influenced by a Contestant’s club, area, division, or experience in Toastmasters. Do not consider the Contestant’s age, sex, race, creed, national origin, profession, or political beliefs. Instead, focus only on the factors found on the ballot for the given speech contest. certification form for judges. Please refer to the Judge’s Guide and Ballot on the bottom of page 2.
· Your evaluation and judging of each Contestant should be solely based on the presentation of this speech tonight. If you have heard a contestant speak prior to today, you should treat it as the first time you are hearing the speech. Prior performances are not to be considered.
· Do not be concerned with the time of each Contestant’s speech. Focus only on the factors listed on the guide and ballot. The Timers will record the time for each Contestant, and I (the Chief Judge) will collect those records. Speeches that are under or overtime will be dealt with through the timing records.
· Do not compare contestants with each other. Focus on each contestant at their time and base your scores on them alone.
· When the contest begins, the speaking order will be announced. Write down the names of all contestants in the speaking order.
· When the Speakers are being introduced, pin the Speaker’s video. This will make their video larger on your screen so that you can pay specific attention to gestures, facial expressions, and are not distracted.
· After each contestant, you’ll have 1 minute of silence to mark your ballot. Based on the judging criteria, give the contestant a score for each item then tally your scores for that contestant. You may find it useful to start from the right-hand side and work to the left, so you can cover up the scores from previous Contestants and avoid comparison.
· The bottom portion of the form is the actual ballot. When the last Contestant has spoken, fill in the bottom portion with your 1st, 2nd, and 3rd place winners, there can be only 1 Contestant in each place on your ballot, otherwise, the ballot will be invalid and discarded. This means you’ll have to break your own ties, if any.
· Make sure you write your name and sign the bottom portion of the ballot, or it will be invalid.
· The speaking area will be communicated to you by the Contest Chair. If a Contestant moves outside the speaking area, you may deduct points from the Contestant. However, this is not a disqualifying violation.
· If a judge experiences a technical difficulty in which they are unable to hear or see a contestant well enough to complete their responsibilities, they must notify the chief judge immediately and their ballot will not be included in the final results of the contest.
· Protests can only be made by Judges and Contestants. All protests must be made to the Chief Judge or Contest Chair before the contest results are announced. Protests can only be for three reasons:
1. Eligibility 2. Originality 3. Referencing another speaker’s speech
· Speakers can use quoted and referenced material up to %25 of their speeches. But all quoted or referenced material must be properly attributed.
· To lodge a protest, communicate it to me directly via the agreed method of communication ensuring that it is only sent to me. You may also write “PROTEST” on the ballot so when I review the ballots, I will see that a protest was lodged.
· If there is a protest, the Zoom Master will ask you to join the “Judges breakout room”. If you see this, please return to this room where we will review the protest and discuss it amongst each other. After discussing the protest, the Contestant will be brought in to explain their thoughts. Then, the Contestant will be excused from the room, and the Judges will vote (verbally or by ballot) to disqualify the Contestant or not. A majority vote will determine the outcome.
· Send your ballot to the Ballot Counters and Chief Judge via the agreed method, stating 1st Place, 2nd Place, and 3rd Place.
· When the contest is over, please destroy the scoring sheets/guides. 
· As a Judge, you are to support the contest rules and judging standards. Refrain from public criticism of the contest, and do not reveal the scores or ranking of any Contestant. Please do not discuss how you voted in the contest.
· We’ll test our communication method now so please respond as soon as you get it. If you’re using email, make sure you send it to both Ballot Counters and bcc all the judges. That way the judges can respond to all, and it will reach the Ballot Counters but not the other judges.
· Prior to this briefing, I selected and briefed the Tie-Breaking Judge. They are only known to me, and they will not be in this briefing. The Tie-Breaking Judge’s ballot will only be opened and used if there is a tie after counting all the judge’s ballots.
· Are there any questions related to the Judges’ role?
· The Judges are now briefed and can leave the Functionaries’ briefing room.
 Tie-Breaking Judge Briefing
The Tie-Breaking Judge should be briefed secretly. The briefing has the same content as the Judges' section, with some exceptions:
· You (the Tie-Breaking Judge) should have ballots specifically for the Tie- Breaking Judge. These ballots require you to fully rank all contestants for a contest. 
· Please send me via the agreed method a copy of your signed/completed ballot. Do not give your ballots to anyone but me. 
· For each contest, you must rank all contestants on the ballot. For example, if there are five contestants in a contest, you must rank the 1st, 2nd, 3rd, 4th & 5th Place Winners.
After the Contest:
Fill the Notification of Contest Winners (form # 1182) with the 3 winners and send it to the Contest Chair to communicate it to the next level Contest organizers.
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