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 AN INTRODUCTION TO 

THE ASSOCIATION OF SPEAKERS CLUBS 
 

The Aim of the ASC 
The Association of Speakers Clubs exists to help anyone to Achieve Speaking Confidence. 

Origins 
In 1971 the ASC was formed.  Since that date it has grown into a national organisation of over 200 

clubs throughout the United Kingdom. 

Organisation 
• The Association is divided into 8 Districts, throughout England, Scotland and Wales. 

 

• Each District is divided into Areas each of which usually has between 3 and 11 Clubs. 

 

• The General Council is the ruling body of the ASC.  It consists of delegates from each ASC Club, 

Area and District.  The General Council holds its AGM at the National Conference to discuss 

management and development. 

 

• The National Conference, held each year towards the end of April, is both business and social. 

National Speech, Evaluation and Topics Contests are held. 

 

• The National Executive Committee (NEC), the administrative body, consists of the National 

President, Secretary, Treasurer, Development Officer and Education Director together with 

other appointive officers along with each District President of each District.  The NEC meets 

about 3 times a year. 

 

• Information from the NEC is passed on via Districts, Areas and Clubs to ensure efficient and 

consistent administration. 

 

• Clubs may choose to be of mixed membership, men only or women only. 
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Documentation 
• The Association has various publications to help members develop speaking skills. These are 

available from the Materials Officer.  A list of such documents is on the website: www.the-

asc.org.uk. 

 

• The most important of these is this Speakers Guide.  The Guide is made available to every 

member when joining the Association and gives advice on how to improve one’s skills from the 

earliest stage through to advanced performance. 

• The first sections give general advice on how to prepare and deliver a speech. Ten main 

assignments are detailed; each designed to improve a particular aspect of speaking. 

• Prescription Speaking adds a new dimension and brings the club speaking experience close to 

the actual speaking needs of the individual member in their work, social activities or aspirations. 

• The advanced section gives a further range of opportunities to hone one’s speaking skills. 

 

• A number of individual sections give practical advice on specific issues, including an extensive 

section on how to organise and chair business meetings. 

 

• Advice is also given on evaluation or the skill of providing helpful and constructive feedback. 

 

• Some guidance is also given on contest adjudication. 

 

Certificates of Achievement 
• Members are encouraged to work through the first ten assignments to the satisfaction of their 

Club Education Director.  After successful completion of the first 5 assignments, The Interim 

Certificate is awarded.  A Certificate of Achievement is awarded after all 10 have been 

completed. 

 

• It is possible to fast-track through the assignments. Up to Assignment 5, 2 can be attempted 

together with a different evaluator looking at each one. 

 

• Prescription Speaking assignments are rewarded with The Certificate in Applied Public Speaking, 
which is gained by successfully achieving one’s specified objective in at least 6 approved 
speeches. 
 

• Members who wish to stretch their abilities further can successfully complete 5 of the 8 

advanced assignments and be awarded the Advanced Certificate of Achievement. 

 

http://www.the-asc.org.uk/
http://www.the-asc.org.uk/
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Communication 
• Mailings from the NEC to clubs are distributed 3 times a year by the National Secretary to clubs 

by email, or by post if required. 

 

• A national magazine, ‘The Speaker’ is also published in spring and autumn each year and is free 

for every member.  It contains Association news, views and events.  It also contains entertaining 

or instructive articles submitted by members. 

 

• The website is the main online source of information for the general public and for members.  

Here members can find electronic copies of various ASC documents
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SECTION A – THE ASSIGNMENTS 

Introduction to Speech Assignments 
Purpose 
• Confidence comes from individual coaching and self-help in a comfortable and non-threatening 

environment. 

 

• We need unbiased criticism on how we speak which can be obtained in the friendly atmosphere 

of our clubs. 

 

• Speaking in public is not natural, so we need help to develop our own style and to learn the 

difference between the written and spoken word. 

 

• We speak before the other members and listen to constructive and helpful suggestions as to 

how we can overcome our faults and mannerisms. 

 

• Progressive assignments develop confidence and skills, but you may wish to alter the order in 

which you do them.  Discuss this with your Club Education Director.  Each member decides how 

long they wish to take to work through the assignments. 

 

• We also learn through the performance of other members, by watching and assisting in their 

evaluation.  Try using the techniques of speakers who you feel suit your style of delivery and 

only tackle an assignment when you are ready.  Be guided by your Club Education Director. 

 

• Assignments require speakers to achieve a common high standard of speaking.  You should not 

expect to achieve this on your first attempt and may have to repeat several of the tasks. 

 

• Evaluators have the responsibility to ensure that the Association’s standards are maintained.  

Don’t be afraid to ask a speaker to repeat an assignment if the objective has not been achieved.  

Repeating an assignment is a normal part of speaking development. 

 

• At the completion of your first ten assignments, you can truly be proud when given your 

Certificate of Achievement. 

 

Certificates of Achievement are obtained by application to the National Education Director
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Assignment A1  

Making a Start 

Purpose 
Now that you have joined a Speakers Club, it is time to make a start with your first speech.  This first 

step may appear to be one of the most difficult ones you have ever taken.  Perhaps you are afraid of 

making a fool of yourself.  You may lack confidence and have little idea of what is expected of a 

speaker or what makes a good speech. 

On the other hand, you may already be used to speaking within small groups (business colleagues or 

friends, for example) but have been painfully aware of your performance when asked to say a few 

words at a larger function - perhaps at a wedding or meeting.  To be successful you must work at it.  

None of us is a proficient driver, swimmer, or golfer from day one.  It takes practice, and this applies 

to effective public speaking.  It is something you will not achieve simply by reading books on the 

subject. 

You have already shown initiative by joining a Speakers Club.  This first assignment will be in front of 

a supportive audience.  Your speech will also have the benefit of constructive evaluation from a 

more experienced speaker who will point out your weaknesses and strengths, and offer helpful 

suggestions to improve your technique. 

Delivering Your First Speech 
The best subject for your first speech is often yourself.  This will give other members an opportunity 

to know you better.  Alternatively choose a subject on which you can comfortably talk at length - 

your work, your interests, and your family.  The choice is yours.  Aim for about five minutes unless 

you are asked by the Chair or Education Director, prior to the evening, to speak for a specific length 

of time. 

Follow these simple golden rules: 

1. Jot down any interesting and important ideas you want to include in your speech. 

2. Develop your speech so that it has a start, middle, and an end. 

3. Think of it as a spoken speech rather than an essay.   Perhaps record it and hear for yourself 
if it sounds natural and interesting  A video recording can be particularly helpful. 

4. Rehearse. 

5. Think of a good arresting title. 
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Stand in front of a mirror and watch yourself in action.  Are you standing well?  Do you look as 

though you have command over your audience?  Are you using gestures to help emphasise points 

you want to make?  Of course, you will not have total command of all these skills from the start, but 

this is the time to begin working at them.  Above all, rehearse.  The more you practise your speech 

the more confidence you will have and the better it will be when you deliver it. 

Things to avoid 
Don't simply jot down a few notes and say to yourself, 'It'll be alright on the night'.  It won't.  Every 
speech requires careful research, preparation and practice.  All the best impromptu speeches have 
usually been well scripted in advance. 
 
Don't forget that the most important parts of your speech are the beginning and the end.  Start with 
an arresting opening and aim for a really good ending. 
 

Don't forget that this is a speech, not an essay.  Words that look excellent on paper often sound 

wooden and contrived when spoken aloud.  Remember, you are speaking to a live audience and you 

must speak in a manner and language that people readily use.  It isn't your task at this early stage to 

impress people with a perfect presentation but to entertain them with a well delivered speech. 

 

Don't think 'I can't do it'.  You can and the more you stand up in front of an audience, developing 

your skills as a speaker, the better you will become. 

 

Some Good Ideas 
Try not to over-stretch yourself or be too ambitious at this point.  By speaking on a familiar subject 

you will be more at ease and so will your audience. 

 

Timing is important using any sort of timing device.  Rehearsal will show you whether extra words 

need to be cut out.  For rehearsal too consider sound and video recording as mentioned earlier.  It is 

a valuable tool both now in your early speeches and later on when you have more experience  It will 

allow you to be your own critic, hearing the worst as well as the best, so you can edit your speech to 

good effect, keeping the interest and cutting out the deadwood. 

 

Be as natural as possible.  Words that come from the heart invariably carry conviction.  Don't worry 

about those nerves, even experienced speakers suffer them, it is part of the adrenaline generated by  

speaking in public. 

 

With a well-prepared and well-rehearsed speech, your triumph will come at the end.  When you sit 

down after delivering your first speech you will almost certainly feel a great sense of achievement. 
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Evaluation A1 - Making a Start 
 

The member’s first speech within the Association is unlikely to demonstrate great proficiency in a 

range of speaking skills but preparation and practice should be evident.  The speech should be 

evaluated with care and diplomacy.  Give examples of strengths and weaknesses and suggestions 

for improvement as appropriate. 

 

Speaker.…………………………………………………………… Date........................................... 

 

Title.……………………………………………………………...... Stated time................................ 

 

Evaluator…………………………………………………………. Actual Time................................ 

 

Points to note  see also general comments about previous and future assignments overleaf 

 

Overall impression 

Was the speech enjoyable to listen to? 

What did the speaker convey? 

 

Manner and confidence 

Did the speaker appear to have self-control? 

 

Interesting content 

Was the material well chosen? 

 

Evidence of preparation 

Was the speaker familiar with the material? 

Was there a degree of fluency in the delivery? 

 

Mannerisms 

Does the speaker have any distracting mannerisms? 

How might these be overcome? 

Was body language natural? 

 

Recommendation: Proceed to next exercise    _________ 

 Or: Try this exercise again  _________ 

 

Please return completed form to the Speaker 

 

Evaluator’s Signature………………………………………. Date……………………..................... 
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Evaluation A1 - Making a Start 
 

Include here strong points of this speech on which the speaker should aim to build in future 

assignments.  Did the speaker demonstrate skills in any of the following?  Would advice be helpful? 

 

Speech Construction 

Arresting opening. 

Logical development. 

Memorable conclusion. 

Content: quality & clarity. 

 

Mean What You Say 

Air of sincerity/conviction. 

Persuasiveness. 

Impact on the audience. 

 

Using Gestures and Body Language 

Hands/Head/Whole body. 

Eye contact. 

Visible, natural or exaggerated. 

 

Using Your Voice Effectively 

Effective variation of pitch, pace and volume. 

 

Vocabulary and Word Pictures 

Any memorable or effective words or phrases. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Rapport 

Was an affinity with the audience established? 

 

Additional Comments:  (points worthy of praise or requiring advice) 
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Assignment A2  

Speech Construction 

Purpose 
The purpose of this assignment is to master the art of arranging what you want to say in a logical 

and consistent manner so that your audience can easily follow your train of thought and argument. 

A well-constructed speech should tell the audience what to expect, elaborate on the main themes 

and then review these in summary form as a conclusion.  As Winston Churchill is alleged to have said 

"Tell them what you are going to tell them, tell them, and then tell them what you have told them". 

Some speeches immediately capture the attention of the audience by the very illogicality of the 

opening, but the speech only succeeds if the separate threads are then clearly brought together to 

make a logical whole. 

General Points 
Before constructing your speech consider your objective.  Do you want to entertain, to inform, to be 

controversial, to educate or to convince?  Bear this in mind as you assemble your speech - is there 

too much humour when really you are trying to convince?  Are you overwhelming your audience 

with facts when a lighter approach might be better? 

Develop your ideas over a period, jotting down thoughts as they occur, then research your subject 

thoroughly.  Don't discard any early thoughts yet - the trimming and pruning comes when all your 

ideas, facts, anecdotes and stories are assembled ready for putting into sequence within the allotted 

time. 

Speeches should consist of: 

An introduction 

A main theme or body 

A summary or conclusion 

There is no single correct way to construct the speech but it is often best to construct the body first 

before designing the conclusion and introduction.  It may be useful to record parts of the speech and 

shuffle them around until it all looks and sounds right. 

The language used in written material such as an essay, differs from that used in spoken English.  It 

is, therefore, essential to translate some parts of your speech into natural spoken language.  Use 

words and phrases which you would use in normal conversation.  Contractions such as 'won't' and 

'can't' are quite appropriate, giving a lift to phrases which may otherwise sound stilted.  Again, 

recording your speech will help you identify what sounds natural, and what sounds contrived. 

In order to ensure that the speech is well constructed, another method is to use the template 

following this section. In that case, the INTRODUCTION should be the very last thing you write. 
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The Introduction. 
A good introduction will capture the attention and interest of your audience.  It will convey to them 

your competence as a speaker, putting them at their ease and in turn will strengthen your own 

confidence.  An effective opening must arrest the audience's attention and make them sit up ready 

for the next part of your speech.  You can create this attention by using various devices: 

asking a rhetorical question 
quoting a saying or famous prose 
delivering an anecdote 
being humorous 
making a shock statement 
stating startling or unusual facts 
delivering a strong or emphatic statement. 
 

However you begin, you must be able to move logically to your main theme.  An entirely unrelated 

opening will confuse your audience unless you follow it with words of explanation. 

The length of the introduction should have some relationship to the total time of your speech.  

Spending three minutes on an opening anecdote would be inappropriate for a seven minute speech. 

The Body or Main Theme. 
The speech should proceed in logical sections which will allow your audience to digest what you are 

saying.  This will also assist you in memorising your speech and free you from over-reliance on notes. 

Think through the general outline of the speech and where you want to go.  Decide on a number of 

main headings which cover your subject and list briefly all the points you wish to make against each.  

Don't worry at this stage about the relative importance of these. 

Arrange your material to build your argument towards the conclusion.  Use facts, figures and 

quotations as supporting information to add credibility - but don't let the speech get too dry.  Pay 

attention to the linking of sections here and when you change tack, make sure you take the audience 

with you 

Add interest to the speech by moving the pace through one or more well-defined climaxes.  Use 

descriptive words and phrases which will elevate your material from everyday speech but write 

these 'gems' out in full so that they are not omitted from the final delivery. 

Humour has an important part to play in most speeches but it must be relevant and in context.  

Avoid the 'that reminds me of' joke which is unrelated to your theme.  Humour needs to be in 

sympathy with the mood of that section of the speech, unless you deliberately use it to change the 

tempo. 

Speakers often, at this stage, have too much material.  Select the vital points, and prune the 

remainder rigorously to leave you with a crisp, powerful speech, not a flabby article suffocating in an 

excess of words. 
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The Conclusion 
Your concluding words must provide a powerful statement which summarises or emphasises the 

whole speech, and they deserve at least as much preparation as any other part of the speech. 

You may wish to suggest answers to questions you have posed earlier.  You might summarise the 

points you have made.  You might arrive at a completely unexpected, but logical, conclusion.  You 

may use a quotation, an anecdote or an emotional appeal but whatever you choose must be 

completely relevant and in the last case must be sincere. 

Try to build a relevant 'finality' into your concluding sentence so that the audience is quite clear that 

you have reached the end of the speech. 

Things to avoid 
Although the introduction should point the way to the content of the speech, it should not be a 

'shopping list' of what is to follow. 

Don't try to squeeze too much material into your speech. 

Don't end with: 'Thank you', 'That is all I have to say', 'In conclusion' or 'That just about sums it up'.  

The audience should be thanking you. 

If you do say ‘finally’, then make sure it is. 

Template for Speech Construction 
 

A useful tool in constructing a speech is the Quick Speech Preparation template on the next page. 

See the instructions for using this on the reverse of the sheet itself. 
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QUICK SPEECH PREPARATION TEMPLATE 

Subject .............................................. 

Title (if required) 

Introduction 

 

3, 4 or 5 words which spring to mind Expand these into sentences  

  

  

  

  

  

Conclusion  
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Instructions for using the template 

 

 

1. Complete the Subject Line. 

 

2. Choose 3, 4 or 5 words which spring to mind relevant to the subject and place in the 5 boxes 

on the left. 

 Don’t try to write sentences at this point. 

 

3. Expand each word into phrases and/or sentences and put these into the boxes on the right. 

 

4. Review. 

 

5. Decide on a punchy conclusion – write this on the Conclusion Line. 

 

6. Compose an introduction – write this on the Introduction Line. 

 

7. Add a title if you wish. 

 

8. Go through the whole speech in your head. 

 

9. Deliver. 

  

 

 

This is not a perfect speech but it is a perfectly adequate speech which can then be embellished 

with improved vocabulary, gestures etc. 

 

It is a starting point to greater things. 
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Evaluation A2 - Constructing a Speech 
Demonstrate the effective use of a clear introduction, the development of the central ideas of the 

speech and an integrated and powerful conclusion.  Give examples of strengths and weaknesses 

and suggestions for improvement as appropriate. 

 

 

Speaker.…………………………………………………………… Date.......................................... 

 

Title.……………………………………………………………..... Stated time................................ 

 

Evaluator…………………………………………………………. Actual Time............................... 

 

Points to note - (see also general points about previous and future skills overleaf)  

 

Was there an arresting opening? 

Did the opening introduce the subject effectively? 

How did the speaker achieve this? 

 

Were the ideas effectively developed? 

Was the material of good quality? 

Was there a logical development? 

Were the component ideas well linked? 

Did they build into a coherent whole? 

 

Was there an effective conclusion? 

Did it evolve naturally out of the main body? 

Did it reinforce the main theme? 

Did it leave a lasting impression? 

 

Was the speech appropriately balanced? 

Did the speaker have too much or too little material overall or in any one section? 

 

Recommendation: Proceed to next exercise    _________ 

 Or: Try this exercise again  _________ 

 

Please return completed form to the Speaker 

 

Evaluator’s Signature………………………………………. Date……………………..................... 
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Evaluation A2 - Constructing a speech 
Include here strong points of this speech on which the speaker should aim to build in future 

assignments. Did the speaker maintain an adequate standard in any of the following previously 

practised skills? 

 

Making a Start 

Manner and poise. 
Air of confidence. 
Interesting content. 
Mannerisms. 
 

Other Skills: Did the speaker demonstrate any of the following?  Would advice be helpful? 

 

Mean What You Say 

Choice of subject. 
Appropriateness. 
Sincerity/conviction. 
Persuasiveness. 
Appeal to logic or emotion. 

 

Using  Gestures 

Hands/Head/Whole body. 
Eye contact. 
Visible, natural or exaggerated. 
 

Using Your Voice Effectively 

Effective variation of pitch, pace and volume. 

 

Vocabulary and Word Pictures 

Quality of vocabulary. 
Grammar and usage. 
Effective use of devices such as alliteration, rhyming, word play. 
 

Using Notes and Microphone 
Did the notes help or hinder the effectiveness of the speech? 
If a microphone was used was it used effectively? 
 

Using Humour 
Appropriate and relevant; well delivered, successful. 
In good taste; Timing; Pauses; Natural. 
 

Rapport 
Was an affinity with the audience established? 
 

Additional Comments: (points worthy of praise or requiring advice)
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Assignment A3 

Mean What You Say 

Purpose 
Having completed your first two steps in speaking before an audience, this assignment is designed to 

develop your self-confidence.  By speaking on a subject which you know well and believe in, you will 

have the opportunity to demonstrate sincerity, conviction and persuasiveness. 

How to Do It 
It is essential to choose a subject on which you have definite opinions, which will give you the scope 

to develop your arguments, to persuade and convince your audience.  Your theme may be 

controversial, an appeal to the emotions, development of an argument or support for a favoured 

cause.  However, you must also bear in mind the sensitivities of your audience, and be careful not to 

cause offence. 

You must consider the best approach to your chosen subject.  Will you opt for a blatant appeal to 

the emotions, or a reasoned argument with supporting facts to appeal to logic?  Of course, most 

speeches will be some combination of these two, but here is a chance to see which style works best 

for you. 

Refer back to A2 to plan your speech 

The introduction to the speech is most important.  An arresting beginning is essential to grasp the 

attention of the audience from the very first word.  You could start with a question or a controversial 

statement.  However, it is recommended that you leave that until your speech is almost completed.  

The title can be left until it is fully completed by which time you will have a better idea of a suitable 

title 

Once the subject and intention are clear, the speech can be developed.  A logical sequence is needed 

that builds on what has gone before.  You may use a number of key points with examples which 

illustrate the issues.  You may deal with the points in favour and then the counter arguments. 

The arguments must be reinforced by language and emotion suitable to the argument.  When you 

feel strongly, show it.   Think of the emotion you wish to generate: anger, shame, disgust, sorrow or 

determination.  Take your audience with you, leaving them with the feeling that something must be 

done about it. 

While the speech must be convincing, humour is not out of place, provided it is appropriate and 

used deliberately to make a point. 

A strong style may not suit every speaker and you may find that a quiet, persuasive style better fits 

the approach you seek.  Consider whether a reasoned, measured argument might carry more force.  

Each speaker needs to find which approach best suits their character and the particular subject 

under discussion. 
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Finally, the conclusion.  Having caught your audience and reasoned the arguments through, you 

must finish on a strong note.  You believe in the subject but you must show it.  As you sit down, your 

pulse should be racing; your last words will be the ones they remember. 

Things to avoid 
Don't go on too long.  Make your points convincingly but if you overstate your case you will lose the 

sympathy of your audience. 

Don't read your speech.  Eye contact is essential if you are to convince your audience and you must 

not be too tied to your notes. 

Don't antagonise your audience.  Take care to consider their sensitivities if you wish to win their 

support. 

Some Good Ideas 
Think carefully about the type of notes you need to help you.  Some spontaneity, even if 

accompanied by a stumble over a word, is more likely to be convincing than a speech that is 

obviously read. 

In order to achieve freedom from notes, rehearsal is essential.  However, learning the speech off by 

heart is not to be recommended because if you lose your way – you will have lost your train of 

thought. 

Consider recording your speech to see how convincing you sound, or rehearse the speech to yourself 

in front of a mirror to see what effect it generates. 
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Evaluation A3 - Mean What You Say 
An opportunity for the speaker to persuade or convince an audience about a subject on which 

they hold a definite view.  This assignment is intended to build confidence in a new member.  Give 

examples of strengths and weaknesses and suggestions for improvement as appropriate. 

 

Speaker.………………………………………………………….. Date........................................... 

 

Title.……………………………………………………………...... Stated time................................ 

 

Evaluator…………………………………………………………. Actual Time................................ 

 

Points to note (See also General points about previous/future skills overleaf) 

 

Choice of subject 

Appropriate for the purpose? 

Appropriate for the speaker? 

Appropriate for the audience? 

 

Sincerity and conviction 

Did the speaker seem to believe in the cause? 

Was the speaker enthusiastic? 

 

Persuasiveness 

Did the speaker convince the audience? 

How?  Appeal to logic or emotion? 

Appropriate style of delivery? 

Use of humour or empathy? 

 

Overall effect 

Was the content well chosen? 

Did the speech appeal to the audience? 

 

Recommendation: Proceed to next exercise    _________ 

 Or: Try this exercise again  _________ 

 

Please return completed form to the Speaker 

 

Evaluator’s Signature………………………………………. Date……………………..................... 
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Evaluation A3 - Mean What You Say 
Include here strong points of this speech on which the speaker should aim to build in future 
assignments. Did the speaker maintain an adequate standard in any of the following previously 
practised skills? 
 

Making a Start 

Manner and poise. 
Air of confidence. 
Interesting content. 
Mannerisms. 
 

Speech Construction 

Arresting opening. 
Logical development. 
Memorable conclusion. 
Content: quality and clarity. 
 

Other Skills: Did the speaker demonstrate any of the following? Would advice be helpful? 

 

Using Gestures 

Hands/Head/Whole body 
Eye contact 
Visible; Natural or exaggerated 
 

Using Your Voice Effectively 

Effective variation of pitch, pace and volume 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 
If a microphone was used was it used effectively? 
 

Vocabulary and Word Pictures 

Any memorable or effective words or phrases? 

 

Using Humour 

Appropriate and relevant; well delivered, successful? 
In good taste; timing; pauses; natural? 
 

Rapport 

Was an affinity with the audience established? 

 

Additional Comments:  (points worthy of praise or requiring advice) 
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Assignment A4  

Using Gestures and Body Language 

Purpose 
For this assignment choose a speech for which gestures and body language are particularly 

appropriate.  When you stand up to deliver a speech or presentation, the way you look and sound is 

even more important than what you say.  It is said that 55% of what the audience remembers is 

what they see and this includes your hand and facial gestures as well as your eye contact.  Your aim 

in this exercise should be to develop gestures which help to illustrate, adding meaning or emphasis 

to your speech.  Used properly your hands, your face and indeed your whole body can add greatly to 

your effectiveness as a speaker. 

How to Use Gestures. 
Gestures should be the natural complement to the voice.  We comprehend speech by what we see 

as well as what we hear.  The expression and movements of a speaker describe and expand upon the 

limitations of the voice alone. The skill is to know how much gesturing to use.  In a small group, the 

audience is close enough to see your face in detail making eye contact and facial expression 

particularly important.  On the other hand, with a large audience the face is less distinct and more 

expansive gestures involving the whole body are needed to augment the voice alone. 

When you are called to speak, adopt an erect and positive but relaxed stance.  Find a comfortable 

position for your hands, perhaps hanging by your sides, or whatever suits you best.  Avoid clasping 

your hands together or firmly gripping the lectern, as this tends to lock the hands and inhibits free 

movement. 

If you are unsure about your own ability to use gestures you might find the following guidelines 

helpful: 

1. Find gestures that are appropriate to your natural stance and style of speaking. 

2. Hand gestures should be accompanied by graceful movement of the whole arm, continuing 

through to the body.  They should be flowing rather than jerky and clearly visible above any 

restriction such as the lectern.  Try to vary your gestures avoiding repetitive movements or 

favouring just one hand. 

3. Remember that the impact of gestures is not only made with the hands.  The eyes, the face, the 

head and indeed the whole body can be brought into use to add emphasis to the spoken word. 

4. Eye contact is important.  You need to show each member of the audience that you are talking 

to them personally.  Do not be afraid to move your head positively as you change your glance 

from one part of the audience to another.  Touch the eyes of everyone in the audience over and 

over again. 

5. Gestures must be well timed to emphasise a particular phrase, word or even syllable that you 

wish to stress. 
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Things to Avoid 
Don't assume that good use of gestures will come automatically.  For most of us it requires 

rehearsal.  In your early practice, you may find that you are exaggerating or looking artificial.  Only 

through practice will those early exaggerated movements start to look natural and unaffected. 

Do not forget the purpose of gestures.  It is to aid description or to add force to what you are saying.  

Unless you need to do these things it is better to keep your hands still. 

Don't go in for gestures that are unsuitable to you personally.  Large expansive gestures do not suit 

everyone's style of speaking. 

Don't alter your behaviour if you speak with your hands.  Simply ensure that the movements you 

make are not distracting, repetitive or meaningless. 

Some Good Ideas. 
Although expressive gestures can enhance every speech, for this assignment take care to pick your 

subject carefully.  A good choice could be a subject that involves description such as a hobby or 

sport.  As an alternative, a passionate persuasive speech will allow you to deploy a range of forceful 

gestures. 

Observe closely how members of your club or people from other walks of life (e.g. politicians) use 

and control their hands.  Try turning down the sound on the television and see how the meaning 

comes across  in the expression and gestures used by the speaker. Equally observe and learn from 

what you consider to be other people's poor uses of gestures. 

Rehearse your speech in front of a mirror or perhaps video yourself to see how your gestures look. 

Gestures often initially feel artificial and unnatural but with practice they will become easier and 

enhance your speaking ability.  
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Evaluation A4 - Using Gestures and Body Language 
Gestures of the face, hands, arms and whole body should be used to complement, illustrate and 

add meaning or emphasis to the speech.  Give examples of strengths and weaknesses and 

suggestions for improvement. 

 

Speaker.………………………………………………………….. Date........................................... 

 

Title.……………………………………………………………...... Stated time................................ 

 

Evaluator…………………………………………………………. Actual Time................................ 

 

Points to note  (See also General points about previous/future skills overleaf) 

 

Did the speaker use 

Facial expression? 

Head movements? 

Whole body gestures? 

Eye contact? 

 

Were the gestures 

Clearly visible? 

Natural or artificial? 

Adequate or excessive? 

Theatrical?  Appropriate? 

Repetitive? 

Well timed? 

 

Did the gestures 

Enhance or detract from the overall delivery and impact? 

 

Recommendation: Proceed to next exercise    _________ 

 Or: Try this exercise again  _________ 

 

Please return completed form to the Speaker 

 

Evaluator’s Signature………………………………………… Date………………………..………….….. 
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Evaluation A4  Using Gestures and Body Language 
Include here strong points of this speech on which the speaker should aim to build in future 

assignments. Did the speaker maintain an adequate standard in the following previously practised 

skills? 

 

Making a Start 

Manner and poise. 

Air of Confidence. 

Interesting content. 

Mannerisms. 

 

Speech Construction 

Structure: arresting opening. 

Logical development. 

Conclusion – impact. 

Content: quality and clarity. 

 

Mean What You Say 

Air of sincerity/conviction. 

Persuasiveness. 

Appeal to logic or emotion. 

 

Other Skills: Did the speaker demonstrate any of the following? Would advice be helpful? 

 

Using Your Voice Effectively 

Effective variation of pitch, pace and volume. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/Grammar and usage. 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did the notes help or hinder the effectiveness of the speech? 

If a microphone was used was it used effectively? 

 

Using  Humour 

Appropriate and relevant; well delivered, successful? 

In good taste; timing; pauses; natural? 

 

Rapport 

Was an affinity with the audience established? 

 

Additional Comments: (points worthy of praise or requiring advice) 
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Assignment A5  

Using your Voice Effectively 

Purpose 
This exercise is designed to help you develop good voice modulation.  The voice is the most powerful 

weapon in the speaker's armoury, but it is only effective if it is used appropriately to amplify the 

power, drama and delivery of the speech itself. 

We can all improve on the voices we have by studying the techniques of voice production - how to 

vary the pitch of the voice, the pace of delivery, and the volume itself, from the whisper to the roar. 

Speaking to an audience requires a different order of voice production from the one we use in 

normal conversation.  The task is to ensure that as the audience expands, your voice is still able to 

reach all corners of the room with the clarity, audibility and emphasis that comes naturally to us 

when speaking to just one person face to face. 

How To Use The Voice 
Your voice and the way you speak are exclusive to you. People recognise you by your voice without 

seeing you.  Don't try to change it but concentrate on highlighting its best points and eradicating 

some of the bad habits we all pick up over the years. 

This can be done by practice, listening to good speakers and getting ideas from their delivery which 

you can develop into your own personal style.  However, avoid imitation which may sound false. 

We are all able to distinguish a good speaker from a poor one but often, if we analyse performance, 

it comes down to voice production.  There is nothing worse than the boring, mumbling monotone.  

The following will help you develop your technique. 

Articulation: It is important to speak correctly and fully form your words.  Be proud of a local dialect 

or accent, but ensure that all the letters in a word are pronounced - don't drop aitches nor add in 

letters.  Each word must be separate and distinct.  It is a feature of voice and acoustics that the 

larger the audience you are addressing the greater is the need to add clarity to the words if you are 

to be understood. 

Audibility: The only way to achieve this is with practice.  As the room size increases, so must your 

voice.  You must speak to a level where the people in the back row hear you.  Try out the room in 

advance if you can.  Place a friend at the back and test your voice to see if it is clear and of adequate 

volume. 

The acoustics of a room are important.  If the room has curtains, drapes or a low ceiling, these all 

absorb sound, as do people.  Your voice will not carry as far when the room is full of people. 

Pace: To add interest and variety to your speech vary the speed of your delivery.  Speed up and slow 

down making particular use of the pause.  Break up your speech, pausing between phrases or 

sentences to coincide with the punctuation of the written speech. 
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Pause for dramatic effect or to allow the audience to react to what you have said.  Again, consider 

the size of your audience - the larger the group you speak to, the more slowly you need to deliver 

your words to maintain clarity.  This is also true when using a microphone.  You will often need to 

speak more slowly to counteract the amplification and any booming  

Many speakers tend to deliver their speeches too quickly which means that much of the emphasis is 

lost.  Use the opportunity to practise slowing down overall if this applies to you.  A quick gabbled 

delivery is often difficult to follow- not giving time for the brain to absorb the information with 

which it is being bombarded whereas a slower, measured delivery will add drama and emphasis.  

Once you seem to be speaking far too slowly, it will probably be just right. 

Pitch: Monotony is the death of a speech.  You need to vary not just the pace, but also the pitch and 

tone.  Don't just use your normal range, extend where appropriate from the low whisper through to 

forceful dynamism and the lighter touch of humour.  Arrange the points in your speech where you 

change emphasis - building to a climax, emphasising or illustrating, so that the variation adds colour 

and interest. 

Preparation: Plan a speech for this assignment which will give you the opportunity to bring in the 

variety you need to develop.  It may be dramatic, descriptive, persuasive or emotional.  Rehearse the 

speech out loud, possibly before a mirror.  More importantly, use a recorder and play back your own 

voice.  Don't be surprised when you don't recognise it the first time.  We all sound quite different 

from what we expect but this is the best way to discover the reality of your voice. 

Voice Production 
None of the techniques can be delivered if the basic vehicle, the voice itself, is not performing 

correctly. 

• Stand upright and look up.  This will automatically improve the airflow to your lungs.   

 If you drop your head to look at your notes, half the volume and clarity will be lost. 

 

• Adopt a comfortable stance and relax.  Relax both the body and throat muscles. 

• Make sure your breathing is also relaxed, by taking several long breaths before you  stand.  If

 you have walked to the lectern or climbed stairs, recover your breath before you start speaking.  

 Take your time - the audience will wait and it will be worth it. 

• Open your mouth wide and form every word with your mouth and lips. 

• Don't forget to keep breathing.  You need to keep phrases or sentences short  enough and 

 make opportunity for breathing by using pauses.  This also gives the audience time to 

 digest what they are hearing. 
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Things to avoid 
Do not imitate - experiment with the best techniques you see in others, but do not force your voice 

to be something it isn't.  Keep it natural, but use a light touch to bring out your best points and to 

minimise bad habits. 

Don't drift into dialect.  Be proud of a regional accent but remember that your audience must 

understand as well as hear you.  Try to avoid slurring or running words together.  Pronounce every 

word and every syllable and keep them distinct. 

Don't rush.  By far the most common fault in speech delivery is that of speaking too quickly.  Slow 

down and you will find that many of the other points such as emphasis or clarity will automatically 

be easier to achieve.





© ASC 2014                                                                                                                                            37 

 

Evaluation A5 - Using Your Voice Effectively 
Demonstrate the effective use of a variety of volume, pitch and pace, together with pause and 

inflection, to add meaning or emphasis to the speech.  Give examples of strengths and weaknesses 

and suggestions for improvement as appropriate. 

 

Speaker.………………………………………………………….. Date........................................... 

 

Title.……………………………………………………………...... Stated time................................ 

 

Evaluator…………………………………………………………. Actual Time................................ 

 

Points to note  

(See also General points about previous/future skills  

overleaf) 

 

Was the diction clear and accurate? 

Enunciation and pronunciation? 

 

Was the speech clearly audible? 

Even at the back of the audience? 

 

Was there a variety of pace? 

Did it reflect the message? 

 

Pitch and tone: 

Were they appropriately varied? 

Were they used effectively? 

 

Use of pauses 

Were there any? 

Were they effective? 

 

Had the speaker prepared? 

Was the subject well chosen? 

Was there effective use of rhythm and cadence? 

 

Recommendation: Proceed to next exercise    _________ 

 Or: Try this exercise again  _________ 

 

Please return completed form to the Speaker 

 

Evaluator’s Signature…………………………………….… Date………………………………….….... 
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Evaluation A5 - Using Your Voice Effectively 
Include here strong points of this speech on which the speaker should aim to build in future 

assignments. Did the speaker maintain an adequate standard in the following previously practised 

skills? 

 

Making a Start 

Manner and poise. 
Air of confidence. 
Interesting content. 
Mannerisms. 
 

Speech Construction 

Arresting opening and memorable conclusion 
Logical development. 
Content quality and clarity 
 

Mean What You Say 

Choice of subject. 
Appropriateness. 
Sincerity/conviction/persuasiveness 
Appeal to logic or emotion. 
 

Using Gestures and Body Language 

Hands/Head/Whole Body. 

Eye contact. 

Visible: natural or exaggerated. 

 

Other Skills: Did the speaker demonstrate any of the following?  Would advice be helpful? 

Vocabulary and Word Pictures 

 Quality of vocabulary. 
Grammar and usage. 
Effective use of devices such as alliteration, rhyming, word play. 
 

Using  Notes and Microphone 

Did the notes help or hinder the effectiveness of the speech? 
If a microphone was used was it used effectively? 
 

Using  Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural 

 

Rapport 

Was an affinity with the audience established? 

 

Additional Comments: (points worthy of praise or requiring advice) 
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Assignment A6  

Vocabulary and Word Pictures 

Purpose 
In this assignment you must concentrate on emphasising your message by careful choice of 

vocabulary and word pictures.  Use fresh but appropriate words and phrases to replace more 

mundane ones. 

Word pictures should add depth and substance to the description, whilst arresting the attention of 

the listener by being both memorable and appropriate.  They will help your audience to visualise the 

images you wish to create. 

How To Achieve It 
It is important to take care when choosing the subject for your speech.  Choose a subject or theme 

where you can apply a variety of words and word pictures.  Travel or nature can be well suited to 

description.  Use your dictionary and thesaurus to help you select the most appropriate words. 

It may be best to write your speech without concentrating on the language, so that you can express 

your thoughts without being constrained.  Then go back over the speech and challenge every word 

and every phrase with a view to improving the vocabulary or the effectiveness of the word pictures. 

Be precise in your choice of words.  Consider for instance the shades of the colour red; crimson, 

ruby, scarlet, maroon.  These adjectives are often used specifically to describe certain red objects, 

but some objects are never scarlet, others are usually crimson and so on.  The wrong word might jar 

in the minds of the audience and spoil the mental picture. 

Search your passive vocabulary for more original and interesting words.  For 'great’ consider 

‘prodigious’ or ‘voluminous’.  Instead of ‘grand’, ‘exalted’ or ‘palatial’ may be appropriate.  However, 

do not use words you do not understand, or which may cause you difficulty in pronunciation. 

Alliteration and repetition can both be used to powerful effect, provided you don't overdo them.  A 

word or phrase can be repeated sometimes two or three times in the course of a speech to 

underline a particular point, or add dramatic emphasis. 

Think about word pictures.  Saying that someone is  ‘ugly’ does not by itself build a word picture.  If 

you describe the person as ‘having a sallow pockmarked complexion, a tongue protruding from 

bulbous lips and a beak-like nose with a hairy mole’, then you have created a word picture. 

Use vivid and accurate descriptions to supply the image you want the audience to envisage.  Action 

sequences lend themselves to this, as do scenic views.  The word pictures you build can appeal to 

several of the senses at once - a description of a country meadow can conjure up memories of the 

smell of new-mown hay, the colours of the flowers and the sound of birdsong.
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Things to avoid 
Don't use jargon or technical words which are inappropriate for your audience.  They are likely to 

add confusion rather than interest to your speech. 

Avoid clichés such as ‘at this moment in time’, ‘pet hate’ and ‘leave no stone unturned’. 

Don't be too lavish in the use of adjectives or they will lose their effect. 

Don't be vague –‘ nice clothes’,’ ugly person’, ‘elegant building’. 

Don't use two words when one will do, or a long word for the sake of it.  A simple picture is 

immediately absorbed whilst a complicated one might be ignored because it cannot be understood. 

Remember Winston Churchill's words: "Give us the tools and we will finish the job".  If he had said: 

"Supply us with the equipment and we will bring the commission to a successful conclusion" it would 

not have been so effective or memorable. 

Some Good Ideas. 
When describing actions be sparing with adverbs.  Use a strong active verb to give clarity, but be 

careful not to lose the added emphasis or exact shade of meaning of the original words.  Instead of 

‘she walked slowly’ consider ‘she ambled’ or ‘she dawdled’.  Instead of ‘he looked carefully at ...’ 

consider ‘he examined’’ or he peered at’ ... or ‘he scrutinised’. 

Read through your work carefully ensuring you have made no grammatical errors.  See if you can 

improve your word usage.  Come back to your speech some hours or days later and see if the correct 

pictures are still conjured up in your imagination. 

Rehearsal of this task is not as easy as most of the other assignments.  You know what word pictures 

you are trying to construct, but you need audience reaction to tell you whether your words capture 

their imagination.  Try to give it to a small audience (even of one or two) for comment on the word 

pictures.



© ASC 2014                                                                                                                                            41 

 

Evaluation A6 – Vocabulary and Word Pictures 
Use a wide range of vocabulary and paint vivid word pictures to enhance and illustrate the content 

of the speech.  Give examples of strengths and weaknesses and suggestions for improvement as 

appropriate. 

 

Speaker ............................................................... Date .......................................... 

 

Title.……………………………………………………………...... Stated time................................ 

 

Evaluator…………………………………………………………. Actual Time................................ 

 

Points to note(See also General points about previous/future skills overleaf) 

 

Was the vocabulary 

Expressive? 
Descriptive? 
Not excessive? 
In context? 
Appropriate to the audience? 
 

Did the speaker demonstrate 

Good range of vocabulary? 
Use of normally passive vocabulary? 
Correct usage/ grammar? 
Good pronunciation? 
Use of metaphor, simile, oxymoron? 
 

Did the vocabulary 

Add or detract from fluency? 

 

Did the speaker create 

Vivid and helpful images? 

 

Did the Speaker use 

Clichés?/Hackneyed phrases? 

Localised phrases which hindered communication? 

 

Recommendation: Proceed to next exercise    _________ 

 Or: Try this exercise again  _________ 

 

 

Please return completed form to the Speaker 

 

Evaluator’s Signature………………………………………. Date……………………………............. 
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Evaluation A6 - Vocabulary and Word Pictures 
Include here strong points of this speech on which the speaker should aim to build in future 
assignments. Did the speaker maintain an adequate standard in the following previously practised 
skills? 
 
Making a Start 
Manner and poise. 
Air of confidence. 

Interesting content. 

Mannerisms. 
 
Speech Construction 
Arresting opening and memorable conclusion 

Logical development 

Content quality and clarity of thought 

 

Mean What You Say 

Choice of subject. 

Appropriateness. 

Sincerity/conviction. 

Persuasiveness. 

Appeal to logic or emotion. 

 

Using Gestures and Body Language 

Hands/Head/Whole Body. 

Eye contact. 

Visible: natural or exaggerated. 

 

Using Your Voice Effectively 

Effective variation of pitch, pace and volume 

 

Other Skills: Did the speaker demonstrate any of the following?  Would advice be helpful?  

Using  Notes and Microphone 

If a microphone was used, was it used effectively? 

Did the notes help or hinder the effectiveness of the speech? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Rapport 

Was an affinity with the audience established? 

 

Additional Comments:(points worthy of praise or requiring advice) 
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Assignment A7 

Using Notes and Microphone 

Purpose 
This section is designed to facilitate the use of notes which will not intrude or interrupt the flow of 

the speech, but will give support and confidence.  Writing suitable notes is a skill in itself, but 

delivering a speech from them without losing eye contact or fluency, whilst maintaining accuracy 

and spontaneity is the mark of a quality speaker. 

Most of us find that even with the best preparation, our memories can still fail us.  A speech needs 

to be supported by appropriate notes to act as a prompt when required.  We should not be ashamed 

of using notes, as they are a necessary aid particularly in longer addresses or where specific wording 

needs to be accurately delivered. 

NB: How to use microphones effectively is included in this assignment because the way in which you 

use your notes can affect your audibility.  Use of a microphone is not necessary in this assignment if 

you do not have access to one. 

How to Achieve It 
The style and nature of the speech will dictate the form of the notes whether a full script, part script 

with supporting notes, or just outline headings.  Whatever you use, you will want the information 

you need to be assembled in a well organised and easily readable format, so that it appears to your 

audience that you have the information at your finger tips. 

The style of notes is a matter of individual taste.  Try out various formats and you will find what suits 

you best. Many speakers find it helpful to start with a full script for their earlier assignments, 

gradually cutting down to headings with supporting detail as their experience and confidence grows. 

The way in which you prepare your speech was fully explained in A1. 

Now you need to make notes to ensure that you are not reading a full script but that you have some 

prompts to help you over the hurdles. 

You may find it helpful to make notes as to where to pause or where to bring in some audience 

rapport; where to use specific gestures etc.  In fact your notes are also your stage directions to 

ensure you deliver a memorable speech.  It is sometimes useful, after timing your speech in practice, 

to mark where you should be at a certain point – when the green, amber or red light makes its 

presence felt. 

Notes on Cards 
You may still need to write and prepare the speech as fully as you wish but gradually you should 

progress to cards with just key words and phrases on them.  They overcome some of the 

disadvantages of paper, being easier to control and much less conspicuous.  Write in large letters 

and don't put too many words on a card, then number each card. 
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Notes are effectively a précis of the speech.  A well sifted set of headings and points should produce 

all your key words, and provide the framework for your speech. 

If you are using a lectern, then the notes can be placed in order and simply unobtrusively moved to 

one side as you move on to the next one. 

Delivery 
The style of the notes is important but it is the delivery that counts.  The notes must not intrude or 

interrupt the flow of the speech and your eyes need to be on the audience, with an occasional 

glance down at the notes.  You should know the general content of the speech well enough, and the 

notes are there to prompt, not to prop up the speech. 

When you need to look at the notes, take your time and look consciously at them.  Pick your 

information and look back at the audience.  Try to structure your notes so that the references you 

need come at the beginning or end of phrases, so that you don't have to look down in mid delivery. 

Make sure you can read your notes.  If you wear reading glasses you may find that the audience is a 

blur when you look up.  Varifocal lenses provide the best solution so that both notes and audience 

remain in focus.  Try to avoid the “on-off” syndrome of glasses on and off. 

Notes are intended to help, not restrict. You should still feel you can bring in impromptu material, 

which will liven up the speech and the fewer notes you have the more likely you are to achieve this.  

However, there are occasions where the exact wording is important, and where the full script will be 

needed, for example speeches pre-released to the press, technical speeches and those using 

quotations.  If you do need to read certain sections it is acceptable to say “and I will make sure I get 

this part absolutely right” or words to that effect. 
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Use of Microphone 
If you need to use a microphone, ensure that this does not interfere with your delivery. 

Essential Preparations 
1. Check the equipment well in advance of your assignment.  You should only use a microphone 

for your normal club meeting if you meet in a room which is sufficiently large enough to have a 

realistic layout and not in a cosy little room with only 6 or 10 people in the audience. 

2. If outside the club, test the equipment if possible.  Get a colleague to speak over the 

microphone while you move around the room to assess the reception.  Then try it yourself, as 

different people may require different settings. 

3. There are many different types of microphone; lapel, headsets, hand held or static. 

When using a static microphone, ensure that the microphone is at the correct height.  At or just 

below chin level is the best, making sure that it does not interfere with your eye contact.  Most 

microphones are adjustable: make sure you are familiar with the method of adjustment. Stand 

back about 12 inches and speak over the microphone, avoiding "microphone stoop" or 

appearing to think it's a lollipop.  In the case of a hand-held one, even more care is needed and 

practice is advisable. 

4. Test your voice production at various distances from the microphone and listen for feedback, i.e. 

the output from the speakers being fed back into the microphone.  To correct this, reduce the 

volume slightly and ensure that the speakers are placed slightly in front of the microphone so it 

does not pick up their output or, at least, make sure the speakers are turned away from the 

microphone. 

5. When you try out your system, it will be in an empty room.  Remember you may need to 

increase the volume when the audience is present, as people absorb sound. 

6. If there is only one microphone, you will need to speak mainly to the front. To look to the side, 

you should move your whole body in such a way that your voice is still directed into the 

microphone.  Two microphones are better than one, placed one on each side of the lectern. 

7. Make sure that you know where the ON/OFF switch is. Having satisfied yourself that all is well 

and the system is working to your requirements, leave it alone.  

8. Ensure that the microphone is switched ON before starting to speak. 
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The Evaluation 
Before delivering the speech, send a copy of your notes to your evaluator, who needs to know what 

you are working from to judge how well you have performed.  Your evaluator would also find a copy 

of the full script helpful if you have produced one. 

What to avoid 
Don't read a full script. 

Don't speak as you look down to your notes, or your voice will be lost.  Look up first, re-establish eye 

contact and then speak. 

Don't hold your notes if you can use a lectern. 

Avoid putting your notes on the table as they will be too far away and too low to read. 

Don't continually take your glasses on and off to read the notes.  Leave them on, or write bigger. 

If you have to hold notes, don't wave them round at the audience. 

Do not learn your speech off by heart, if you lose your place you will be totally lost. 

Some Good Ideas 
Allow more time for the preparation of this assignment.  Be familiar with your speech.  By having the 

notes in advance, there is scope for a more detailed analysis by your evaluator who can see better 

what you are trying to achieve. 

If you want to hold cards in your hand, put a hole in the top left and join the cards with a ring, or 

treasury tag to keep them together. 
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Evaluation A7 – Using Notes and Microphone 
Unobtrusive use of notes, appropriate to the speech and style of the speaker.  A copy should be 

given to the evaluator before the meeting.  Give examples of strengths and weaknesses and 

suggestions for improvement as appropriate. 

 

Speaker.…………………………………………………………… Date........................................... 

 

Title.……………………………………………………………...... Stated time................................ 

 

Evaluator…………………………………………………………. Actual Time................................ 

 

Points to note  (See also General points about previous/future skills overleaf) 

 

Format of notes 

Card/paper: size. 

 

Handling of the notes 

Obtrusive/natural. 

 

Degree of dependence on/reference to notes 

Detailed facts; statistics; need for precise wording. 

Strict adherence to construction. 

 

Eye Contact 

 

Style of Notes 

Full/part script/Headings 

Use of Highlighting. 

“Stage Directions”. 

 

Did the Use Of Notes  

Help or hinder the effectiveness of the speech? 

 

Use of Microphone (if appropriate) 

Type of microphone used/ How effective was its use. 

Any advice which would help the speaker to use the equipment? 

 

Recommendation: Proceed to next exercise    _________ 

 Or: Try this exercise again  _________ 

 

Please return completed form to the Speaker 

 

Evaluator’s Signature………………………………………. Date…………………………..…………... 
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Evaluation A7 – Using Notes and Microphone 
Include here strong points of this speech on which the speaker should aim to build in future 

assignments. Did the speaker maintain an adequate standard in the following previously practised 

skills? 

  

Making a Start 

Manner and poise; air of confidence. 

Interesting content; mannerisms. 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development. 

Content quality; clarity of thought. 

 

Mean What You Say 

Choice of subject; appropriateness. 

Sincerity/conviction; persuasiveness. 

Appeal to logic or emotion. 

 

Using Gestures and Body Language 

Hands/Head/Whole Body. 

Eye contact. 

Visible: natural or exaggerated. 

 

Using Your Voice Effectively 

Effective variation of pitch pace and volume 

 

Vocabulary and Word Pictures 

Quality of vocabulary. 

Grammar and usage. 

Effective use of devices such as alliteration, rhyming, word play 

 

Other Skills: Did the speaker demonstrate any of the following?  Would advice be helpful? 

 

Using Humour  

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Rapport 

Was an affinity with the audience established? 

 

Additional Comments: (points worthy of praise or requiring advice).
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Assignment A8 

Using Humour 

Purpose 
This assignment is intended to help you explore different types of humour  and to allow you to 

develop a style that fits your own character, whilst taking account of the needs of the audience. 

Humour is a very individual skill.  We are not all good at the belly laugh, but we can make the best 

use of our talents once we have identified them.  It is strongly recommended that you prepare and 

deliver several humorous speeches over a period of time in order to explore different approaches to 

the subject. 

A degree of humour is appropriate to almost every speech.  For the after-dinner assignment the 

audience expects to hear a funny speech, but on other occasions the humour may be more subtle or 

gentle. 

Humour is useful in contrasting a serious point thus emphasising the underlying serious message. 

How To Achieve It 
Pertinent 
Take time to make the humour pertinent to your audience.  The same material might amuse one 
person whilst offending the next.  Consider the composition of the audience: is it predominantly 
male or female, old or young?  What have they in common - background, work, specialism, leisure 
interest, ethnic origin?  What goes down well with Rotary Club or WI may not suit the Student 
Union. 
 
Your audience should feel relaxed and not need to perform acrobatics of imagination in order to 

understand the humour.  Some audiences need more down-to-earth humour whereas others may 

accept flights of fantasy and the ridiculous. 

Your reception depends also on the mood of your audience - are they fresh or jaded?  In the latter 

case you will need some snappy humour to wake them up.  Are they clear headed, or have they 

perhaps eaten (and drunk) well already? 

You will benefit from delivering the humorous speech at other clubs, but remember, the speech you 

have just delivered at one club may fall flat at the next one.  You must consider whether your speech 

will travel well, or whether it should be revised or rewritten for the next occasion. 

Relevant 

Just as the humour should be pertinent to the audience, so also should it be relevant to the speech 

itself.  If the humour does not fit the purpose of the speech you must be prepared to abandon that 

particular style.  A favourite joke, no matter how good, will not go down well out of context. 

Use the humour to add emphasis to a speech, or to change the mood.  A serious point can be made 

with a light touch, and an appropriate concluding joke often helps bring the audience back to the 
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main theme.  Where the humour reinforces a serious point, make sure it is clearly linked to the 

message you wish to get across. 

A humorous speech needs a purpose and a structure just as much as any other.  An arresting 

opening and memorable conclusion are still needed, together with carefully selected vocabulary and 

word pictures.  

Type of Humour 

Beware of humour which requires a play on words.  If your diction and timing are not accurate, the 

audience may hear the word they expect and miss the punch line. 

 

Take care when using humour that requires specialist knowledge.  It may be acceptable if only a few 

of the audience miss the point, but you could introduce the knowledge they will require at an earlier 

point in the speech, so that all can join in the fun. 

Who is the humour aimed at?  If the audience is laughing with you, no offence will be taken, and 

failure risk is low.  If the audience is laughing at you, you could look foolish and need to handle it 

carefully. 

The danger arises when you ask the audience to laugh at themselves, or someone in their midst.  

Here you must check out sensitivities, as the humour will evaporate if the audience finds your 

remarks offensive or embarrassing. 

Having made this point, it does not mean that you shouldn't target your humour.  Every group has its 

characters, and the audience will enjoy it when their legs are gently pulled.  Your story will be 

improved when it is personalised to one of these characters. A tip here - never let the truth get in 

the way of a good story.  Adjust the circumstances to fit. 

Are you going to use the belly-laugh or the light, satirical touch?  Both can be equally effective, and 

you need to see which you are best at, and which fits that particular part of the speech.  Try them 

out, but if a type of humour does not suit you, don't force it.  Match your style to your personality. 

Timing 

Timing is more critical with humour than most other aspects of speaking.  Don't rush, speak your 

words clearly.  When the laughs come, pause until quiet is restored, or your next words will be lost 

to the audience.  Make allowance in the planned length of your speech for audience reaction.  It will 

take longer than you think. 
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Things to avoid 
• Don't try to be too funny, it can be overdone. 

• Don't be 'blue' - you are more likely to offend (even just one or two of your  audience) and is an 

 unnecessary risk. 

• Starting your speech with a joke is risky because if it falls flat you are off to a bad  start and it 

 is uphill from then on.  A memorable opening is always recommended  but such an opening 

 does not necessarily have to be humorous. 

• Plagiarising a professional performer's material has its own risks.  The audience will  judge your 

 performance against that of the professional and you may fall short. 

• Don't copy a style which does not suit you. 

• Remember that just as a shopping list cannot be a banquet neither can a string of jokes be a 

 speech. 

• Does the humour rely on specialist knowledge?  Be careful not to exclude the non-experts in 

 the audience. 

Some Good Ideas 
Build up a personal compendium of suitable jokes and/or stories. 

Try to analyse why situations and jokes seem humorous to you and you may begin to understand 

what makes humour work. 
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Evaluation A8 – Using Humour 
Appropriate and significant humour, introduced naturally, which enhances the subject matter and 

its presentation.  Give examples of strengths and weaknesses and suggestions for improvement as 

appropriate. 

 

Speaker.…………………………………………………………… Date........................................... 

 

Title.……………………………………………………………...... Stated time................................ 

 

Evaluator…………………………………………………………. Actual Time................................ 

 

Points to note (See also General points about previous/future skills overleaf) 

 

Was the humour 

Appropriate to the speech? 

Well delivered? 

Successful? 

In good taste? 

Relevant? 

 

Was the humour 

Used for emphasis? 

To change the mood? 

Appropriate to the speakers style? 

A string of jokes? 

 

Did the speaker 

Make use of pause? 

Have good timing? 

 

Did the humour 

Interrupt continuity? 

Or flow naturally? 

 

If a microphone was used, was it used effectively? 

 

Recommendation: Proceed to next exercise    _________ 

 Or: Try this exercise again  _________ 

 

Please return completed form to the Speaker 

 

Evaluator’s Signature………………………………………. Date……………………………............. 
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Evaluation A8 - Using Humour 
Include here strong points of this speech on which the speaker should aim to build in future 

assignments. Did the speaker maintain an adequate standard in the following previously practised 

skills? 

 

Making a Start 

Manner and poise; air of confidence. 

Interesting content; mannerisms. 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development. 

Content quality; clarity of thought. 

 

Mean What You Say 

Choice of subject; appropriateness. 

Sincerity/conviction; persuasiveness. 

Appeal to Logic or emotion. 

 

Using Gestures and Body Language 

Hands/Head/Whole Body. 

Eye contact. 

Visible: natural or exaggerated. 

 

Using Your Voice Effectively 

Volume and clarity; pitch and inflection. 

Pace of delivery; vocal variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary. 

Grammar and usage. 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using  Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Other Skills: Did the speaker demonstrate any of the following? Would advice be helpful? 

 

Rapport 

Was an affinity with the audience established? 

 

Additional Comments: (points worthy of praise or requiring advice)
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Assignment A9 

Audience Rapport 

Purpose 
Building rapport with an audience is about speaking in such a way as to generate a bond with the 

audience.  Connection or rapport is what all speakers are aiming to achieve. 

How To Achieve It 
Since Assignment A1 you have delivered seven speeches in which you have focused on specific 

techniques of speech making.  You now need to ensure that your audience is empathising with you 

and prove this to the evaluator. 

Proving to the evaluator that you have got the audience 'with you' or 'on your side' is probably the 

most difficult aspect.  It implies there must be some kind of response from the audience such as 

silence or laughter. 

The two most important aspects of rapport are eye-contact and appropriate use of pauses.  The first 

depends on excellent use of notes.  It is far better to use headings to jog your memory.  Thus, when 

you glance at your notes, you will not lose eye contact.  However, if you need a full script, remember 

to use spoken rather than written English. 

The second aspect of rapport is appropriate use of pauses.  Too many speakers use the questioning 

technique to develop rapport but do not allow time for the audience to answer the question - not 

necessarily verbally but with a nod or shake of the head, or with a gentle laugh.   Look at the 

audience and pause in expectation of a response. 

The speaker needs to engage with the audience, not lecture at them. 

Further short questions, rhetorical or otherwise, occasionally throughout the speech, will ensure 

that the audience is aware that you are as interested in them as you hope they are in you.  The aim 

here is to keep the audience with you, enabling them to feel how you feel about your subject. 

Subject Matter 
It should go without saying that every speech should have a purpose.  Even a light-hearted speech 

should have a message at its core. 

For example, After Dinner speeches are generally entertaining but are also intended to either Toast 

an Organisation or person, or to respond on their behalf. 

One of your first Assignments in Section A was Mean What You Say (A3).  That speech may well have 

been one which you delivered passionately to your audience, regardless of what they thought of 

your subject.  Now that you have completed your Speaking with Humour assignment (A8) you will 

realise that humour can be added to a serious speech and, indeed, should be, to lighten the 

proceedings. 
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Rapport with the audience does not depend on the subject of the speech but on the ability of the 

speaker to generate an affinity or harmony with the listener, regardless of subject.  We're not 

looking for a comedy act but a speech of some substance or maybe even controversy, delivered with 

skill and lightness of touch so that the audience will ultimately feel that your views are their views. 

Things to avoid 
• Don't think rapport can only be achieved by a comedian telling a string of jokes. 

• Don't write an essay then read it - eye contact is a very important aspect of  rapport. 

• Don't forget that all speeches should have a message or, at least, a purpose, which  you 

  can deliver with some passion. 

• Don't forget to use some humour to lighten any serious speech. 

• Don't rush delivery - pause for audience response. 
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Evaluation A9 – Audience Rapport 
Generate a reciprocal affinity with the audience and demonstrate effective use of notes, good eye 

contact and appropriate pauses to appear natural and in control of the situation.  Give examples 

of strengths and weaknesses and suggestions for improvement as appropriate. 

 

Speaker.………………………………………………………….. Date........................................... 

 

Title.……………………………………………………………...... Stated time................................ 

 

Evaluator…………………………………………………………. Actual Time................................ 

 

Points to note (See also General points about previous/future skills overleaf) 

 

Did the Speaker have 

Good eye contact? 

Appropriate pauses? 

 

Did the speaker make  

Use of spoken English (rather than written)? 

Use of questions (rhetorical or otherwise)? 

Effective use of notes? 

 

Was there good audience response? 

 

Were there any ad lib remarks? 

 

If a microphone was used, was it used effectively? 

 

Recommendation: Proceed to next exercise    _________ 

 Or: Try this exercise again  _________ 

 

Please return completed form to the Speaker 

 

Evaluator’s Signature………………………………………. Date……………………………............. 
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Evaluation A9 - Audience Rapport 
Include here strong points of this speech on which the speaker should aim to build in future 

assignments. Did the speaker maintain an adequate standard in the following previously practised 

skills? 

 

Making a Start 

Manner and poise; air of confidence. 

Interesting content; mannerisms. 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development. 

Content quality; clarity of thought. 

 

Mean What You Say 

Choice of subject; appropriateness. 

Sincerity/conviction; persuasiveness. 

Appeal to logic or emotion. 

 

Using Gestures and Body Language 

Hands/Head/Whole Body. 

Eye contact. 

Visible: natural or exaggerated. 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary. 

Grammar and usage. 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using  Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using  Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Additional Comments: (points worthy of praise or requiring advice) 
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Assignment A10 

The Showpiece 

Purpose 
This assignment completes your basic training as a speaker and will confirm your ability to deliver a 

polished speech, demonstrating all the skills that you have developed in the previous nine 

assignments. By now you should have made speeches in your own club and, perhaps, in other ASC 

clubs or even venues outside ASC.  You will have considerable experience to support you in this 

demanding assignment. 

Preliminaries 
This is the time to review your progress.  Read again the evaluations of your previous speeches.  

Have you corrected the weaknesses that have been identified and developed all those presentation 

skills which will allow you to deliver an arresting speech to the audience? 

It may be helpful to take the advice of other experienced club members who have listened to some 

of your more recent speeches and you may decide to repeat one or more of the previous 

assignments for additional practice.  When you are ready, go ahead and tackle this assignment with 

enthusiasm and confidence. 

How To Prepare For This Assignment 
Re-read the evaluation sheet for the previous assignments.  This will remind you of the key elements 

to include in planning this assignment. 

Try to define your objective in terms of what you would like the audience to remember about the 

speech if asked a week or a month later.  You are striving to give a speech that is memorable in style, 

content and presentation. 

Plan very carefully your introductory  and concluding remarks.  Have a compelling opening and end 

with a sentence that will live on in the memories of the audience. 

At this point consider whether your speech would gain from the use of a presentation aid to 

enhance the message.  Would a diagram, picture or an object help?  If you do use them, make sure 

that they are meaningful and clearly visible, or your message will be obscured rather than clarified. 

Presentation of the Speech 
This speech must embody all the speaking and presentation techniques that you have already 

learned.  Rehearsal time is essential, even though you wish the speech to seem unrehearsed.  You 

must know your subject thoroughly and find its delivery natural to you. 

By using brief notes, you will have time for the essential eye contact and the development of the 

meaningful gestures  for which you have already planned .  Take your time when you reach the 

lectern and take a number of controlled deep breaths.  This will get oxygen into your blood and give 

you the opportunity to settle.  The audience will wait for you. 
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Test out the full range of your voice in the speech.  Can you whisper and be heard at the back of the 

hall?  Move the pace along with the emphasis of the story - from the slow to the rapid, loud to soft 

and back again.  Don't forget that silence is also a tool, see how effective an extended pause can be.  

Above all, smile at the audience, they will relax and so will you. 

The Evaluation 
The importance of this assignment is emphasised by the fact that there will be two evaluators to 

decide whether you have achieved the required standard, one from your home club and one from 

another club.  The home evaluator knows your previous performance and can judge how you have 

conquered previous weaknesses.  The second evaluator, knowing little of your background, will be 

looking at your likely success with an outside audience. 

If both evaluators feel you have succeeded, then you will deserve and receive the congratulations 

of your colleagues.  Your Club Education Director will then apply to the National Education Director 

for the award of your well-deserved ASC Certificate of Achievement.
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Evaluation A10 – The Showpiece 
Well chosen subject matter, interesting to the audience, well prepared and structured and 

delivered so as to demonstrate the full range of speaking skills to a high standard and to the 

satisfaction of two evaluators (one of whom shall be from another Club). 

 

Speaker.…………………………………………………………… Date........................................... 

 

Title.……………………………………………………………...... Stated time................................ 

 

Evaluator…………………………………………………………. Actual Time................................ 

 

 Points to note  see also general points about previous skills overleaf  

 

Was the subject 

Well chosen/appropriate for the exercise? 

Of interest to the audience? 

 

Did the speaker show evidence of 

Research, composition and rehearsal? 

 

Was the speech well delivered 

Audibility, conviction, command? 

 

What was the audience response 

Passive-attentive?/Engaged and held? 

Stirred up? (For or against the speaker?). 

 

Did the speaker 

Demonstrate the full range of speaking skills? Please see list of previous skills overleaf. 

If a microphone was used, was it used effectively? 

 

Recommendation: This speaker is recommended for the Certificate of Achievement  

                               Or  Please try this assignment again 

Please return completed form to the Speaker 

 

Evaluators’ Signatures: 

1.…………………..............................…………………….. Club…………………………….............. 

 

2…………………………………………………………………….… Club…………………………….............. 

 

Date………............................................................. 

Would you confidently recommend this speaker to other organizations as an example of ASC 

standards of achievement? 
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Evaluation A10 - The Showpiece 
Include here strong points of this speech on which the speaker should aim to build in future 

assignments. Did the speaker maintain an adequate standard in the following previously practised 

skills? 

  

Making a Start 

Manner and poise; air of confidence. 

Interesting content; mannerisms. 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development. 

Content quality; clarity of thought. 

 

Mean What You Say 

Choice of subject; appropriateness. 

Sincerity/conviction; persuasiveness. 

Appeal to logic or emotion. 

 

Using Gestures and Body Language 

Hands/Head/Whole Body. 

Eye contact. 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using  Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Audience Rapport 

Was an affinity with the audience established 

 

Additional Comments: (points worthy of praise or requiring advice)
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Prescription Speaking 

Introduction 
Prescription Speaking is one of a range of ASC activities created to help members improve their 

public speaking. It is in no way intended to sweep away traditional methods and replace them with 

something radically different.  Traditional methods based upon speaking skills assignments (as in 

Section A) have proved their worth, have a great deal to commend them and will endure as 

fundamental components of the Association’s armoury. Prescription Speaking is best seen as an 

additional approach that has appeal for certain members with particular needs. 

 

Key Features 
The aim of prescription speaking is to bring club speech-making practice closer to the actual 

speaking needs of the individual member in their work, social activities or aspirations – sometimes 

referred to as ‘outside speaking’, i.e. speaking outside the club to a non-ASC audience. 

Before giving a speech, the speaker writes down (prescribes) their Broad Purpose in giving the 

speech, e.g. “to persuade”, and their Specified Objective (in this context, the changes that the 

speaker aims to engender in the minds of the audience as a result of the speech) e.g. “that the 

audience will be more interested in buying organic food, despite the extra cost”. Notice that the 

speaker chooses the subject and the broad purpose and specifies the objective.  

The speech is then delivered, after which the main measure of success is whether or not the 

audience feels that the speaker has achieved the Specified Objective. Given that audience reaction 

varies from individual to individual, the induced change may not affect everyone. When the 

audience’s decision has been made, based upon a show of hands, the evaluator will comment on the 

speaker’s speaking skills, as normal, but will not challenge the audience’s overall decision. 

Thus the speaker can give a real-life speech crafted with a definite and relevant objective in mind. 

The audience acts more like a real-life audience in coming to an immediate collective judgement, 

and the evaluator still offers valuable individual guidance on all speaking skills, timing, etc., as 

appropriate. 

Notice that there is no predetermined level of difficulty which all prescription speakers must 

achieve. Given the wide diversity in backgrounds and personal needs, this would be virtually 

impossible. So members ‘set the bar’ appropriately for their particular needs or aspirations. 

Speaking skills, which are the foundation of good speaking, and evaluation, which is the engine of 

improvement, will always remain very important.  However the critical test for the speaker engaged 

in outside speaking concerns achievement of the specified objective, which involves bringing about 

changes in the minds of the audience. 

The paramount difference between the two approaches, which are in fact complementary, is that 

prescription speaking puts the prime focus on achieving objectives. However it does so in a manner 

that fully upholds the importance of speaking skills and evaluation. The traditional approach puts the 

prime focus on speaking skills. 
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Those who prefer the traditional method, or are perhaps working for a traditional certificate, need 

not be concerned. There is no conflict. They can continue to pursue traditional practice, or they can 

pursue prescription speaking. They can even pursue both in the same speech at the same time 

Indeed, a good way to embark upon prescription speaking is to start with the normal preparation of 

a skills speech, e.g. A2 Speech Construction, graft on a suitable broad purpose and specified 

objective, and deliver a dual-purpose speech – potentially two birds with one stone And no upset 

caused by or to either approach. 

Where a dual-purpose speech is delivered, the audience decides if the specified objective has been 

achieved, the Evaluator evaluates the whole speech (without questioning the audience’s decision), 

and the Evaluator decides if the speaking skills element has been passed. 

Broad Purposes and Specified Objectives 
There are only four possible broad purposes in giving a speech: to inform, to persuade, to entertain 

and to pay tribute. The latter covers such speeches as a vote of thanks, a Toast to someone or some 

organisation, or a eulogy. This particular broad purpose can be regarded as merely a combination of 

the other three, but such a speech has the extra characteristic that it is usually made on behalf of 

the audience, or reflecting the sentiments of the audience. Moreover, members of speakers clubs 

are often called upon to deliver this type of speech. So there is some justification for treating it 

separately. 

Quite often, a speech may appear to contain two or more broad purposes, but usually one is easily 

identified as dominant, the others being merely supportive. For instance, speakers often use humour 

as a supportive tool in getting the main message across. To avoid potential confusion, only the 

dominant one should be cited. 

With specified objectives, the list is endless. Those chosen are normally closely related to the needs 

of the member. The specified objective describes the changed mindset of the audience as the 

speaker hopes it will be after the speech. It is very important to get the wording right since this is 

what the audience will vote upon. Here are some examples: 

a) Broad purpose:  To inform 
Specified objective: The audience will have a better understanding of climatic extremes in Arctic 
regions and how certain forms of wildlife have adapted to them. 

 

b) Broad purpose: To persuade 

Specified objective: Given better knowledge of work on famine relief, the audience will be more 

positively disposed towards making donations to the charity Oxfam. 

 

c) Broad purpose: To entertain 

Specified objective: As a result of hearing carefully selected amusing tales, most members of the 

audience will have found it possible to laugh at themselves 

 

d) Broad purpose: To pay tribute 

Specified objective: Members of the audience will be supportive of, and will readily associate 

themselves with, the reasons given for the proposal of a Toast to a retiring Head Teacher. 



© ASC 2014                                                                                                                                            65 

 

Speech Prescription Form  

To facilitate prescription speaking at club level, there is only one form that is essential. Each 

prescription speech must have its own Speech Prescription Form (an example follows this section). It 

is a relatively simple form, giving all the information required by the speaker, the Chair, the 

Evaluator and the audience.  

The main boxed section is filled in by the speaker before delivery. In it, the usual details are to be 

found, such as name, venue, date, title of speech and targeted time. 

To allow for the practising of a forthcoming outside speech, it is possible to specify the audience 

envisaged and the capacity in which the speaker is/will be speaking. The broad purpose and 

specified objective are entered and if a skill assignment is being tackled at the same time, that too is 

entered e.g. ‘Speakers Guide A6: Vocabulary and Word Pictures’. The speaker can opt to answer 

questions or not after the speech, and has the opportunity to make a prior written comment to the 

evaluator, e.g. ‘Please pay particular attention to speech structure’ or ‘I have a cold affecting my 

throat’. 

After delivery, there is space on the form for the Chair to record whether the speaker achieved the 

specified objective and/or passed the skill assignment. The form is then returned and becomes a 

permanent record of achievement that can be used for certificate purposes, where appropriate. It 

should be retained by the speaker. 

Planning future prescription speeches 
Ideally, members opting for prescription speaking should think through the types of speech that are 

most relevant to their personal needs, and write them down in the order in which they will be 

delivered, keeping the more challenging ones to till later. This is essentially a ‘build it yourself 

according to your needs’ exercise. 

For various reasons, there is no set form for this purpose, since it is essentially a list giving title, 

broad purpose and specified objective for each planned speech. In practice, needs may change over 

time, so that a planned speech may not be delivered, due to its priority having diminished or been 

nullified. This is not a problem. There is no commitment, so changes to the schedule can be made at 

any time.  

For some members, it may only prove possible initially to specify one or perhaps two speeches and 

then add to them later. Also, some will wish to ‘bolt on’ their prescription speech to a skills 

assignment. Indeed, some may prefer not to have a list at all, but to devise individual speeches as 

and when their speaking needs become clearer and club speaking opportunities arise.  
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It is recommended that the exercise be tackled in discussion with the club Education Director. Apart 

from the normal function of offering guidance and encouragement to members, the Education 

Director can offer particular assistance in relation to planning prescription speeches: 

a) By discussing and agreeing the relevance of the chosen speech/speeches to the personal 

 needs of the member. 

b) By checking that specified objectives are sufficiently challenging to produce speeches of 

substance for which the speaker must put in some effort. For example “That the audience will know 

more about the world” would not be adequate, whereas “That the audience will be better informed 

about the occurrence of sunspot activity and the consequences for Earth dwellers” certainly would. 

c) By ensuring that for each speech the wording of the specified objective is clear enough for 

the audience to be able to make its decision. 

 

The system in operation 
The speaker brings two copies of the completed Speech Prescription Form to the meeting for the use 

of the Chair and the Evaluator.  

The Chair, when introducing the speaker, reads all the relevant information to the audience so that 

they are fully aware of the ways in which the speaker hopes they will be influenced as a result of the 

speech. 

After the speech and any questions, the Chair reminds the audience of the specified objective. The 

speaker is asked to turn away from the audience, while they raise their hands if they consider that 

the objective has been achieved. 

Occasionally a speaker may choose to continue to look at the audience during the vote. This should 

not be allowed, since individual members of the audience prefer the speaker not to know how they 

have voted. Indeed this is the only way to arrive at a reliable decision. 

If a clear majority indicate Yes, there is no need to ask for the Nos. The Speaker is informed straight 

away of the result. The form is signed by the Chair and returned to the speaker with due praise. If 

there is not a clear majority indicating Yes, the Chair offers commiseration and encourages another 

attempt at prescription speaking when next an opportunity arises. 

Evaluation 
In some meetings, the Evaluator is called upon immediately. This is not recommended, because 

evaluators need time to gather their thoughts and write their notes. With prescription speaking, 

they also need to know the audience’s decision before finalising those notes. 

As mentioned above, evaluators must not seek to reverse the audience’s decision. They are mainly 

concerned with speaking skills, timings etc.  Given that real-life audiences are not impressed with 

lightweight material, evaluators will also be looking for substance, quality, expertise in presenting 

information, skill in developing arguments with which to convince an audience, care in pitching 

humour at an acceptable level for the given audience, and for tact and sincerity in paying tribute etc.  

Such considerations, coupled with speakers’ determination to meet their own objectives, usually 

result in higher calibre speeches, which audiences find more satisfying. 
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If speakers do not achieve their specified objectives, there is a possibility that a deficiency in one of 

the well-known speaking skills has been a major reason.  For example, voice projection may have 

been so poor that some of the audience could not properly hear the speaker. In such circumstances, 

the Evaluator should highlight that deficiency, indicate the need for improvement, offer practical 

help on how to go about it, demonstrate a better technique and, if felt necessary, suggest that the 

speaker approaches the Education Director with a view to tackling the relevant skill assignment in 

the next speech. Individual coaching might even be arranged. 

The aim should always be for the speaker to receive a written evaluation which would act as a 

baseline assessment of the speech and point to particular areas in which they should try to improve. 

Due to the potentially huge variety of specified objectives there is no single evaluation sheet for the 

purpose. However, the current evaluation sheets harmonise well with the needs of the prescription 

speech Evaluator and of the speaker, in that they encourage comment on a wide range of speaking 

skills and, where appropriate, allow space for these comments to be linked with the specified 

objective. Where evaluators have been asked to pay special attention to a given skill, they may 

employ the corresponding evaluation sheet. Otherwise the  A10 (Showpiece) evaluation sheet, or 

the universal evaluation sheet, will be found suitable for most speeches. 

The evaluation of a prescription speech embraces all of the speaking skills just like the A10 

(Showpiece) evaluation. Additionally, it should take into account the real-life audience requirements 

mentioned earlier, i.e. substance, quality, etc. 

Certificates 
Traditional ASC certificates, which serve their purposes well, continue as normal. 

Prescription speaking has its own certificate – the Certificate in Applied Public Speaking. 

 The word ‘Applied’ is used here to indicate that the member has demonstrated effectiveness in a 

particular practical field. In this case, it is the types of speech in which that member needs/aspires to 

develop expertise. 

The simplest way to define ‘type of speech’ in this context is by reference to the broad purposes 

mentioned above – to inform, to persuade, to entertain, and to pay tribute. Those who have a 

definite speaking need or aspiration will recognise one of these as being their main broad purpose. 

That said, for certificate purposes, it is not necessary to have all speeches in that main category.  

Certain types of person can be expected largely to fall within a given category. While there will be 

many exceptions, the appropriateness of the following broad purposes, for the types of person 

listed, is fairly obvious. 

To inform – Teacher, trainer, lecturer, researcher, travel representative, technician, solicitor. 

To persuade – Salesman, politician, business presenter, anyone committed to improving humankind, 

the environment, etc.  

To entertain – Comedian, after-dinner speaker, television presenter. 
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To pay tribute – Few, if any, will see this as their main category, but many people will benefit from 

some expertise in it. 

The Certificate in Applied Public Speaking is gained by successfully achieving one’s specified 

objective in at least six approved speeches. 

Prescription speaking is different 
In practice, prescription speaking exhibits many differences from traditional methods. It helps to get 

the two approaches, skills assignments (SA) and prescription speaking (PS), into perspective if we ask 

some relevant questions (Q). But do remember that they can be used separately, or they can be 

used together in the same speech, and that neither invalidates the other. 

Q1: Is the approach systematic and progressive? 

SA: Yes. The speaker follows a set of well-tried assignments that accumulate into a comprehensive 

range of skills. 

PS: Only for the individual speaker, who selects particular skills based upon particular needs. 

Q2: Does it meet the individual speaker’s needs?  

SA: In most cases, yes; but the requirement to tackle all of the listed skills can hinder progress for 

those whose individual needs are urgent. The learning experience is still essentially ‘off the peg’ 

rather than ‘made to measure’. 

PS: Yes. It is firmly based upon the individual speaker’s needs. 

Q3: Does the audience/Evaluator know in advance what the speech will be about? 

SA: No, unless there is a clue in the title. 

PS: Yes. It is normally apparent in the specified objective. 

Q4: Does the audience/Evaluator know in advance how the speaker hopes to influence them? 

SA: Commonly, no. Often, the main aim is to comply with a particular skill assignment, e.g. use of 

notes. 

PS: Yes. It is normally clear from the broad purpose and specified objective. 

Q5: Who makes the Pass/Proceed/Achieved decision? 

SA: The Evaluator. 

PS: The audience. 

Q6: What is the main criterion for the Pass/Proceed/Achieved decision? 

SA: The particular assignment skill has been adequately demonstrated, with no major shortcomings 

in skills already covered. 



© ASC 2014                                                                                                                                            69 

 

PS: The changes engendered in the minds of the audience are consistent with the speaker’s specified 

objective. 

Q7: Are speaking skills adequately dealt with? 

SA: Yes. They are fully analysed by the Evaluator before the Evaluator’s decision is made. 

PS: Yes. They are fully analysed by the Evaluator after the audience’s decision is made. 

Q8: Does every speaking skill have its own dedicated speech? 

SA: Yes, for most members. For a few, fast tracking or dual purpose speeches can reduce the number 

of speeches required, but all skills must still be demonstrated to an acceptable standard. 

PS: No. But evaluators should still comment on all of the skills as in an A10 Showpiece speech, and 

speakers would be unwise not to heed their recommendations.  

Q9: Can the speaker continue to be moderate in a particular skill? 

SA: No. Each skill is separately evaluated and, if necessary, the speech is repeated. 

PS: Yes. But, more importantly, the speaker may nevertheless have achieved the specified objective. 

Q10: Repeat/Try Again decisions can be off-putting. Are they more or less common? 

SA: More. A speaker may be asked to focus on a particular skill in which they have limited ability or 

interest. For instance, some people find humour a difficult skill to master. 

PS: Less. The speaker sets the objective and pursues it purposefully. 

Q11: Are speeches varied and interesting? 

SA: Very often, yes. But sometimes content is lightweight, since the speech is mainly designed to 

demonstrate one particular skill, e.g. gestures. 

PS: Almost always. Speakers concentrate on achieving their objectives, and are likely to choose 

subjects close to their own needs and interests. For these reasons, speeches tend to be more 

thoroughly prepared and cover a wider range of subjects in greater depth. 

Should all members adopt prescription speaking? 
No. It is for each person to decide if it best meets their needs. If in doubt, a discussion with the club 

Education Director will help to clarify the options. 

Beginners, in particular, may prefer the traditional approach, involving the progressive acquisition of 

particular speaking skills. Given that the two approaches can be pursued in the same speech, 

beginners may at a later stage decide to ‘bolt on’ prescription speaking without in any way upsetting 

their skills progression. 

Those who join a club having already had some speaking experience may decide to opt for 

prescription speaking straight away, but care should be taken to recognise and tackle any significant 

skills deficiencies at an early stage, by ‘bolting on’ appropriate skills assignments. 
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New members who join because of an urgent desire to acquire or upgrade competence in public 

speaking, e.g. as demanded by a new job, will probably opt for prescription speaking from the 

outset. They can, of course, ‘bolt on’ skills assignments if they so wish. 

For existing members of long standing, prescription speaking, where chosen, offers new 

opportunities and challenges. 

Benefits for Members and the Association 
Prescription speaking offers an alternative approach to gaining expertise in public speaking. Its 

alignment with the needs of individual members and its focus on achieving specified objectives are 

valuable new features. Potential members find that this additional approach makes ASC more 

attractive, particularly for business and professional people. Existing members appreciate the new 

opportunities and challenges, and are more likely to continue in membership. 

Evaluations are much more focused and relevant due to the speech prescription information being 

available to the Evaluator before delivery. Audiences appreciate the involvement in, and 

responsibility for, making the ‘Achieved objective’ decision. And speeches tend to be more 

interesting in that they have greater substance and variety.  
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SPEECH  PRESCRIPTION  FORM 
Speaker:                   Venue: 

   

Date: 

       

Title of speech:    

                      

Targeted time: 

              minutes 

Audience envisaged: 

 Club audience 

 Other (specify) 

                          

Capacity in which you are speaking: 

   Ordinary member 

 Other (specify) 

 

Broad purpose: Select only the main one. Others, if used, usually just support the main one. 

 
To inform 

 To persuade 

 To entertain 

 To pay tribute 

 

Specified objective. An effective speech will change the audience in some way. In keeping with 

your broad purpose, indicate the particular way you anticipate your audience will be changed. 

E.g. “The audience will be better informed about ....... /more persuaded that ......./ etc.” 

ASC skill assignment/s being attempted: (if any) 

Will you take questions at the end? (if appropriate) 

   Yes 

 No 

 

Comments for your evaluator: (if any) 
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NOTE: A speech that satisfies its objective is a successful speech. Therefore the audience will judge the speech against the 

objective you have specified. 

In addition, the evaluator will comment on speaking skills employed and other factors as appropriate. Where an ASC assignment is 
attempted, the evaluator will indicate if you have passed. Where questions are taken, speech timing will not include them, but the 
evaluator will comment on how well you handled them. 

_____________________________________________________________________________ 

 

Did the speaker achieve the specified objective?              YES / NO 

 

Did the speaker pass the given skill assignment/s?           YES / NO 

 

 

Chairman:   ..........................................................  Signature ............................................................... 
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SECTION B 

B1  The Club Meeting 

Welcome 
For every meeting it is desirable to arrange for someone to welcome any guests and ensure they are 

looked after during the evening.  Never let a new person sit ignored while everyone else chats. 
 

• The format of a club’s meeting must be geared to meet the demands of the club and its 
members. 

• The components should be both educational and interesting. 

• The components should meet the needs of those present for the evening, the listening 
audience as well as those taking an active role. 

• The programme should be attractive enough to encourage guests to return and to sustain the 
interest of both newer and longer-standing members. 

 

The Meeting Format 
Formats can allow for infinite variety and indeed it is most important to ensure that a balanced  but 
varied formats are produced if interest is to be maintained.  The content of the club programme for 
the year should be wide-ranging to provide general interest or educational items to stimulate the 
club members and to prevent them getting stale. 

 

It will usually contain four elements: 

• prepared speeches 

• impromptu speaking 

• evaluation of the main components 

• opportunities to speak in the club business session 

 
These elements   will usually be organised by the Education Director as part of the ongoing  
educational development.  The Education Director, with a particular evening’s format  in mind, will 
have assigned tasks to members.  Guidance for the role of Education Director can be found in the 
introduction to this Guide, the Education Director's Handbook and the Club Management Handbook 
of Club m. 
 
The club programme needs careful composition in terms of the component parts, how they are 
arranged and the order in which those taking part will speak. 
Many club meetings happily divide into the two sections (a) Speech/Evaluation/Topics and (b) Club 

Business.
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B1(i)  Chairing the Club Business Session 

 
It is customary for the Club Business session to be chaired by the Club President who will normally 

open the evening and welcome the members and any guests.  

Some clubs have adopted a less formal approach to the business section of their meetings because 

younger members prefer the informality.  It appears to be the modern trend.  

The word attendance has replaced the previously used sederunt (they who were sitting).  The 

Business section has been diluted.  Proposing, seconding and voting on the acceptance of the Notice 

Calling and the Order of Business are often no longer on the agenda.  The aim is to reduce the Club 

business session to a minimum.  

The absence of any Business section is considered too drastic.  It is appreciated that many clubs do 

not even take minutes of the meetings but it is good practice to record attendances, decisions made 

and points requiring action.  The lack of a Business session is far-reaching. 

The Business section should connect to the previous meetings and attend to outstanding business in 

connection with these i.e. action points from previous meeting and business arising. 

Correspondence should be dealt with and deadlines for replies should be met.  It is common 

courtesy to reply to all invitations, even if declining.  Officers’ Reports (on such as an Area Executive 

Meeting) might be required. 

Most clubs issue a Plan or Programme for the Year so that, in effect, advance notice of the venue, 

time and date of each meeting has been given at the beginning of the season and thus each meeting 

has been properly convened.  However the full details of each programme for the meeting should 

also always be issued in advance. 

Should there be any motions to discuss and vote upon, advance notice of about two weeks must be 

given to all members, as explained in section E2 (Conduct of Formal Business Meetings). 

Following the Business session the Club President should introduce the Chair for the evening.  The 

Club President will finally take over the chair to close the meeting at the end of the evening. 

Leadership 
Whilst the Club President should be developing leadership prowess over the year, chairing the Club 

Speech/Evaluation/Topics session affords individual members the opportunity to develop their own 

leadership skills. 
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B1(ii)  Chairing the Speech/Evaluation/Topics session 

 
Apart from the President welcoming members and guests and chairing the Business  session, it is the 

Chair of the Speech/Evaluation/Topics section in whose hands lies the success of this part of the 

evening.  It is their responsibility to ensure that things run smoothly which entails 

• managing any problems that occur 

• deciding on the running order of the programme.  Should the main speeches be before or 
after any break? A number of speeches could be broken up by another item.  Should the 
topics session be first or last?  If topics are first it can give speakers the chance to warm up. 
When topics are last, there is better control of the overall timing of the evening.  There are 
advantages to both positions 

• arranging the order of speaking.  It is generally better to have the less experienced speakers 
first so that they are not overshadowed by their more experienced colleagues.  However, 
make sure that a speaker making their first assignment is not thrust in cold but after the 
audience has been warmed up 

• deciding where evaluations should be - after each speech or all together at the end.  
Evaluators do need some preparation time after the conclusion of the speech but, 
conversely, evaluations have more impact when delivered close to the original speech 

 

These decisions need advance preparation and if there is a debate, be sure of the rules. 
 

On the night 

• arrive in good time and check the seats, lectern and lights 

• test the lights and the timing system 

• check that all on the programme are still intending to deliver the assignment agreed by the 
Education Director (there is scope here for the Chair to influence the structure, particularly 
when a speaker is unavailable at short notice) 

• Ask the speakers for titles of their speeches and the time required 

• Always have a reserve item prepared to cover the unexpected.  Think in advance how the 
time will be filled should any of the main contributors fail to arrive.  An impromptu debate, 
an instructional item (possibly from the Education Director) or discussion on club or local 
issues can all add interest at short notice 

 

When the session begins give the preamble, which should include 

• names of speakers 

• order of speaking 

• names of evaluators 

• the pattern of evaluation 

• naming the timekeeper and explaining the lights for the edification of any guests 
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Once the speeches have been delivered and the evaluators have spoken it is the job of the Chair to 

introduce the Topics Chair who will then take over and is in charge until the end of the Topics 

Session. 

Chairing a Topics Session 
Impromptu speaking is of immense value and chairing this part of the evening should be done with 

care and sensitivity.  The role of the Topics Chair is to ensure there is a comfortable but stimulating 

atmosphere in which members can develop their impromptu speaking skills. 

Consider the balance of the session - give the first topic to an experienced speaker to ensure a good 

start and then continue with a mix of the experience of your speakers.  It is essential to give topics 

first to those who have not already spoken that evening. 

You might choose to link your topics to the rest of the session.  Topics should be phrased in a way 

that allows the selected speaker sufficient scope to manoeuvre.  Be aware of the sensitivities and 

abilities of members.  Avoid topics on sex, religion and politics - a quick joke here may deeply offend 

someone. 

Each topic should be on a subject with which every member can reasonably be expected to be 

familiar and phrased so that its implications can be readily understood.  It must be interesting, 

concise and its point made quite clear.  You must not assume that all members read the same daily 

newspaper, watch the same television programmes or even have the same knowledge. 

A list of topics should be given to the Evaluator by the Topics Chair before the session starts.  

Where responses are allowed, they must be properly controlled.  The audience may contribute 

impromptu responses to a topic once it has been delivered but these must be short, perhaps one-

minute mini speeches.  One-line quips should not be allowed.  Responders should stand and speak 

from the floor. 

Some alternative ideas 
• Vary the time - try a 3 or 4 minute topic 

• Try without the timing lights, and see how well members estimate time 

• Remove the lectern (speakers can become too dependent on it and are often nervous without 
one) 

• The mini-debate - choose a topic and select two speakers to give opposing views 

• The Balloon Debate - speakers must imagine themselves in a hot air balloon losing height. They 
must speak as a well-known character and tell why they shouldn't be thrown out of the balloon 

• Adopt the format of popular TV programmes 

• The Public Meeting - decide on a suitable theme, and allocate as topics the roles of speakers at 
the meeting (the vicar, the town planner etc)  

At the end of the Topics session the meeting is handed back to the Chair to introduce the General 

Evaluator.  The Chair’s final task is to hand the meeting back to the President. 
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B2  The Topics Session 

Purpose 
The purpose of the Topics session is to encourage and develop the speaker’s ability to speak 

spontaneously without any previous preparation.  The term 'Impromptu speaking' is used to cover 

the situation in which as you rise to your feet, you are beginning to consider the form of words with 

which you will begin to express your thoughts. 

The session is a vitally important part of your training and should never be considered as a form of 

light relief from what has sometimes been referred to as the serious part of the evening.  Your 

reputation as a speaker will be substantially enhanced by your ability to rise to the unexpected 

occasion. 

 

Most new members regard the topics session with varied degrees of apprehension.  This tension, the 

butterflies in the stomach, is quite normal when the body prepares for a special effort.  Rather than 

overcoming your nervousness what you should be aiming for is to control it, channelling your 

nervous energy into the effort you are about to make. 

 

A Good Topic 
Take your time and remember to breathe.  Silence at the beginning of a topic is preferable to a 

hackneyed cliché.  

The opening sentences can be of a general nature enabling you to gather your thoughts.  You do not 

need to spring into action immediately with profound statements of opinion.  You are thinking on 

your feet.  Try to keep the audience guessing.  Develop your theme and try to be thinking of a strong 

ending.  Remember all the speaking skills of voice, body language etc and use them to full effect.  

Just as when a topic of conversation arises in a social situation, you do not reach for your notes or 

keep everyone waiting while you marshal your thoughts, so it is with the Topics session.  

You can embellish, adapt, alter and bend reality a little in order to enjoy the topics session 

A topic should be a mini-speech in itself, with a beginning, middle and end.  It should be well 

constructed with balance and a logical flow through to a conclusion.  Try to start and finish with a 

memorable statement.  Although this is not always possible, it is something to aim at - the first and 

last words you speak are the ones your audience will remember. 

Another factor that must be considered is time.  Within ASC most topics have a time limit of up to 

three minutes.  The aim is to use that time to best advantage in speaking on the subject.  There is no 

need to use all of the time - it is far better to stop short rather than waffling on to the allotted time 

but spoiling the balance of the topic.  

There is a vast difference between the first two minutes of an hour-long speech and a two-minute 

speech.  The aim in topics is to combine clarity with conciseness; to match what needs to be said 

with the time allowed.  With this in mind, you should consider the topics session timing device as 

being there to help you, not to rule you. 
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There is not the slightest NEED to be funny in speaking to a topic.  Humour suited to the subject and 

tone of the speech is helpful, but unrelated jokes and wisecracks should be left out. 

You must also bear in mind that an audience is a group of individuals.  Try to address phrases to 

individuals in every section of the audience.  Establish eye contact with each of them, but watch that 

this does not lead to jerkiness.  No one pretends that it is easy, but it can be done with practice and 

it is essential if you are to achieve a successful rapport with your audience. 

Topics provide an excellent opportunity to practise the presentation of your speech.  You don't have 

a script and are not tied to notes, so your hands and body are free to demonstrate gestures.  You can 

see your audience, and can involve them visually.  Concentrate on your voice by developing variation 

in pace and volume.  When you are stuck for a word, then you can experiment with the length of the 

pause. 
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B3  The Speech Evaluation 

Purpose 
While there are numerous organisations that give instruction on and provide the opportunity to 

practise public speaking, the distinguishing attribute of the Association of Speakers Clubs is 

evaluation.  Effective and positive evaluation delivered in a helpful, non-threatening environment 

raises the performance of the individual speaker and the standard of the Association as a whole.  

Evaluations offer an important learning opportunity not only for the speaker being evaluated but 

also for the audience.  By listening carefully to what is being said, both the individual speaker and 

the entire audience can greatly improve their speaking performance.   

Any criticism must be helpful and constructive - never destructive.  While an evaluation should pick 

up on faults which can be improved, it must also highlight the aspects that a speaker has performed 

well.  The evaluation should not be rigid or stereotyped and should not constrain the natural style of 

the speaker.  

The first evaluation a speaker receives is of vital importance - an inconsiderate, scathing or frivolous 

evaluation could well damage a new speaker's confidence irretrievably. 

Guide Assignments A1 and A2 are designed to help a new speaker overcome nervousness and clubs 

must select evaluators carefully from their more experienced members.  

The Evaluator 
Evaluation entails constructive help, since simply finding fault without offering a remedy is of little 

value and will only discourage the speaker.  You must offer helpful advice on how to overcome 

faults, together with encouragement for the future.  Comment on the good points as well as the 

bad, explaining why you found each aspect significant. 

The first requirement of an evaluator is to listen.  Practise listening analytically - assess a speech in 

terms of how the speaker delivers the message, rather than concentrating on the content of the 

message itself. 

Do not be afraid to give your first evaluation.  You are simply letting the speaker know how the 

speech came across to you, the listener.  Did you receive the message clearly?  Was it interesting 

and easy to follow?  Above all, be honest and your opinion will be valued.  Few speakers will thank 

you for saying only what you think they might like to hear. 

Bear in mind the experience of the speaker in your evaluation and make allowances when evaluating 

new or nervous speakers.  Your aim is to stretch the abilities of speakers - but not too far.  Any 

suggestions for improvements you make must be within their practical reach.  

When assessing the speech, avoid cataloguing every fault.  Apart from being depressing, it is unlikely 

that the speaker will be able to take them all in.  Try instead to highlight two or three fundamental 

points on which the speaker can concentrate.  

It is always helpful to illustrate a point by giving an example from the speech.  This reinforces the 

message by putting it into context.  Always follow this with a suggestion of how the delivery might 
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be improved.  If you cannot think of a constructive way of helping, then there is little point in 

drawing attention to the fault. 

Each assignment has an evaluation sheet which you should use as a guide rather than a 

checklist. These pages do not contain all the answers and should not restrict you from 

developing your own individual approach to evaluation. 

While the desire to avoid hurting a speaker's feelings is commendable, it is not helpful.  

Remember, speakers deliver an assignment after much hard work and the expenditure of 

considerable nervous energy.  They would not be speaking if they didn't seek to improve their 

performance so you must do your part with honesty and integrity.   

Before concluding, give a clear message as to whether speakers have successfully completed the 

assignment or not.  If it is the case that the speakers have not reached the required standard, they 

should be asked to repeat the assignment. 

Evaluating a Speech 
This Guide has been constructed in a very logical manner which, if followed, will give speakers 

tremendous help in developing their abilities.  Do encourage speakers to refer to the Guide when 

preparing their speech. 

What makes the difference between a memorable speech and one that is boring?  How does a 

speaker convince or entertain an audience?  There are three fundamental aspects to an effective 

speech: 

a) Choice of a suitable subject 

b) Careful preparation 

c) Effective delivery 

Subject 
Did the subject provide the opportunity to demonstrate the assignment?  Was the content of the 

speech together with the way it was delivered tailored to suit the audience?  Did the speech have a 

logical objective?  Was it designed to inform, amuse or convince the audience?  The purpose should 

be established by the evaluator and comment made as to whether it was achieved. 

Preparation 
Careful preparation reveals itself in the notes and in the structure of the speech.  Were the notes 

clearly written, easily handled, and used unobtrusively?  The speech should be clearly developed, 

with a structure that enhances the content of the speech. 

How well chosen were the words used by the speaker, and how descriptive were the word pictures? 

Were there any amusing anecdotes and, if so, were they introduced at the right moment, in tune 

with the tenor of the speech? 

Preparation does depend on the time available, but even an impromptu speech benefits from some 

advance thought as to how you might handle the occasion.
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Delivery 

No matter how good the preparation, a speech will stand or fall on its delivery.  How did the words 

run?  Did they prove difficult to say?  Were the sentences long and rambling?  You should assess 

whether the words were chosen for maximum impact on the audience and used in a way that 

conveyed the intended message.  Consider the delivery style and impact of the opening and 

concluding phrases. 

The essentials of good delivery are listed below.  These points are designed to help you, as an 

evaluator, consider them, but do not use them as a rigid check list. 

 

• Audibility: Could everyone hear the speaker adequately?  A rule of thumb is that the speaker should 
address the row behind the last row. 

• Enunciation:  Were the words clear, or were the word endings clipped or pronounced badly? Don't 
confuse accent with enunciation.  Regional accents should be welcomed unless so pronounced as to 
affect the enunciation and comprehension.  Be sure that you do not criticise a physical speech 
defect. 

• Modulation:  How well did the speaker modulate the voice?  Were the speed and pace of delivery 
appropriate?  The speaker should be encouraged to put variety into the voice with loud & soft 
variations, fast and slow tempo.  Encourage the speaker to use the pause for effect, for emphasis, to 
take a deep breath or to allow for audience reaction. 

• Eye Contact:  Did the speaker look at the audience?  The effect of eye contact is to make the 
members of the audience feel that they are being addressed individually.  The speaker will have to 
vary the eye contact depending on the size of the audience, but must make them all feel they are 
personally involved (including the Chair).  Where appropriate, point out the danger of staring at any 
one member of the audience, looking at either the ceiling or the floor, keeping their eyes glued to 
the lectern or to notes.  Emphasise the advantage of good eye contact, in that by looking at the 
audience they will warm to you and listen.  

• Gestures:  Not all speeches lend themselves to gestures, and not all speakers can or should apply 
gestures in the same way.  Would the speech have been better emphasised with different gestures?  
Did the lack of gestures detract in any way?  If you criticise a lack of gestures you must explain how 
they could have been used effectively.  Remember that gestures include facial expression as well as 
body movement. 

• Stance and Mannerisms:  Is the speaker's stance confident, poised, relaxed, and alert?  Were there 
any distracting mannerisms such as playing with spectacles, jingling coins or pointlessly moving 
objects about on the lectern?  Often simply by mentioning the mannerism the speaker becomes 
aware of it and ceases to do it. 

• Use of notes:  There is no right way to use notes - each speaker must find what suits them best, and 
puts the least barrier between them and the audience.  Consider whether the notes were helpful or 
distracting.  Did they force the speaker to lose audience contact, or cause the speaker to be hesitant 
in the delivery?  
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Training the Evaluator 
One of the prime tasks of the General Evaluator is to advise and train the evening's evaluators, 

although different clubs may wish to reinforce this in other ways.  One method is to have a second, 

more experienced evaluator to evaluate the same speech, so that the differences in technique may 

be assessed. 

For inexperienced or nervous evaluators, consider nominating an experienced evaluator to retire 
from the room with them, so that they can discuss what should be in the evaluation, before the 
novice returns to deliver it.  This can be managed by using the last speech before a break to provide 
the extra discussion time. 

Some Good Ideas 
Evaluations need preparation.  Consider listing the key points you should be looking for in any 

specific assignment.  Add the factors common to any speech - pace, delivery, structure.  Then make 

notes, with examples, under each heading as they occur during the speech. 

You will then have a readymade structure with the points you need to summarise under appropriate 

headings.  Having said that, don’t fall into the trap of being formulaic with your evaluations.  Select 

the important points you wish to emphasise and you will have a good basis for your evaluation. 

Remember to offer some points of advice to the speaker.  Your evaluation must include something 

helpful here for it to be meaningful and of lasting value to both the speaker and to the audience. 

Things to avoid 
• Don't apologise for what you are going to say - "I'm sorry to have to tell you...”  This attitude 

is wrong and unhelpful.  Be friendly, but be businesslike and factual. 

• Do not list every fault in a speech.  Highlight only a few of the problem areas and advise the 
speaker to concentrate on these. 

• Do not launch into a long preamble or a list of your favourite jokes.  You must present your 
evaluation in an interesting and professional manner, but the audience wants to hear your 
views on the speaker, not an alternative speech 

• Avoid evaluating the content or message of the speech, but deal only with the way it is 
constructed and delivered.  Assess the preparation, construction, delivery and impact of the 
speech, and how each of these aspects could be improved. 
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B4  The Topics Evaluation 

Purpose  
The role of the Topics Evaluator is different from that of a speech evaluator. The requirement is to 

provide an assessment of the choice of subject and of the individual contributions. 

There is not a single or preferred way of handling this assignment. Indeed, there is considerable 

benefit from a variety of approaches,  as repetition of the same evaluation format each session will 

soon become boring. 

The decision regarding whether to have a separate Topics Evaluator or whether to combine this with 

the role of General Evaluator is one for each club to assess in the light of their own needs. The 

advantage of separating the roles is that the audience receive a second perspective but numbers and 

time constraints may act against this. 

The format of the topics session is not rigid and you should encourage innovation, provided that it 

gives the opportunity for individuals to speak in an impromptu manner.  

All contributors like to hear your view of their performance (particularly new members), though this 

may not always be possible within the time available. 

The club should consider setting appropriate timing guidelines for Topics Evaluators. 

Prepare a list of headings beforehand of the points you wish to evaluate on the Chairing skills, so 

that you can fill these gaps as the session develops. 

For the topic responses, consider two approaches: Write something in turn about each topic 

response. Use examples to illustrate the points you wish to emphasise. 

If one speaker used gestures particularly well, comment on those, if another used excellent 

vocabulary comment on that.  

Select headings (e.g. gestures, voice, structure) and write against each points from the particular 

topic which best illustrate both good and bad features of that subject. (see example of Topics 

Evaluation sheet following this section) 

Things to avoid 
Do not discuss the content of the topics - the audience wish to hear your views on the 

presentation and delivery of the topics, not your opinion of the subject itself. 

Bear in mind that even though the topics contributors speak briefly, they are still interested 

in how they performed. Do not fall into the trap of the bland evaluation, which does not 

allow anyone to  know how they performed. 
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THE TOPICS EVALUATION 

Part One 

Evaluation of the Chairing Skills 

Preparation  &Choice of Topic 

 

 

 

Linking Topics 

 

 

Part Two 

Individual Topics 

• The  grid overleaf is designed to help the evaluator focus on the delivery 

• Only brief notes will fit into each grid so you cannot say too much 

• Try to mention everyone but not everything about everyone 

• Pick out points as you go along and refer to them 

• Give good examples and those which need to be improved 

• Be Positive 

• Try to ensure that members learn from the evaluations 

• Don’t retell the topic 
• Don’t try to write in every section overlea
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Name Points of Note Gestures,  

Eye contact 
Voice/ 

Vocab/ Humour 

Construction 
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B5  The General Evaluator 

Purpose 
The assignment of General Evaluator is an extremely important one both to club members 

and to the evaluators. It is designed to ensure that club standards are maintained and that 

there is a universal understanding of what is required for each assignment. 

Selection Criteria 
The role should only be assigned to members who have considerable experience and proven ability 

as an evaluator. Members should not be nominated to perform this task purely as a matter of 

routine or too early in their speaking career.  

Clubs might find it desirable to form a panel of General Evaluators to chose from, but the club 

committee or Education Director should not be afraid to take individuals off the panel if they fail to 

meet the required standards. 

Consider using General Evaluators from other clubs. This gives a fresh look at the club's performance 

since the evaluator may contrast how similar aspects are handled at their own meetings.  It is also 

very helpful to new or young clubs whose speakers will receive evaluations from more experienced 

members.  

The General Evaluation 
As General Evaluator you have last word: you have the right and indeed the duty to disagree with 

judgements where appropriate, particularly when the balance of prior evaluations needs 

adjustment. Because of these rights the General Evaluator possesses an authority which must be 

used carefully since it could, if wrongly used, easily harm both individual speakers and the club as a 

whole. 

The general evaluation should be seen as a summary of the meeting, highlighting the strong points 

and pointing out any weaknesses, explaining why the meeting was a success or a failure. You should 

not be afraid to contradict an evaluator and point out why you have a different interpretation. 

Similarly you should bring to notice any important feature which the evaluator has omitted.  This 

aspect should be treated with care - criticism can damage confidence but constructive evaluation 

will help the evaluator's personal development. 

As General Evaluator you should comment on the evening as a whole, the performance of the 

evaluators and those whose performance has not been evaluated, including the person in the Chair. 

Unless there is an important issue which needs attention, do not cover the same ground as the 

previous evaluators.  In some clubs the evaluation of the Topics Session is also the task of the 

General Evaluator but others appoint a separate Topics Evaluator. 

A prime task of the General Evaluator is to advise and train the evening’s evaluators.  Novice 

evaluators need special attention in order to help them develop analytical techniques that will 

ensure that the speaker has been adequately assisted.
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The General Evaluator should see the meeting as a whole and the evaluation should follow this 

theme:- 

a) Did the programme as a whole succeed? 

b) Was the evening enjoyable? 

c) What was the educational worth of the evening? 

Consider the timing of the meeting. Did it start on time? Did each part finish as planned? Was the 

interval properly controlled? Did the evaluators spend too long or too short a time on their tasks? 

Timing should include the balance amongst the main ingredients of the evening. 

The general evaluations of a club should be regarded as a series of progress reports and where 

possible previous general evaluations should be taken into account or referred to and comparisons 

made. Has the latest meeting taken account of the criticisms made last time? Is the timing of the 

meeting better? Has the chairman taken notice of any remarks made about the chairman of the 

previous meeting? If you are a guest at another club, your views on how events are managed 

elsewhere may be of interest. 

Things to avoid 
Do not re-evaluate the speeches. Your task is to comment on the evaluation or rectify faults, not to 

repeat the process 

Do not misuse the privilege of having the last word. It is your responsibility to ensure your own 

standards of speaking and conduct don't need evaluating. 

Do not be afraid to be controversial if you feel it appropriate. 

Do not try to cover everything. Select the most important issues - two or three points well made 

have more impact than a long list. 

Some Good Ideas 
Consider listing some of the subject headings that you might wish to comment on (the evening, the 

layout, timing, chairmanship, the programme).  See General Evaluation Sheet for one possible 

method. 

Consult with the previous general evaluator or your Education Director to see if there are any 

recurring issues that deserve attention. 

Visit other clubs to broaden your outlook. You can incorporate some of the best ideas you see in 

your advice.
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The Golden Rules of Evaluation 
 

The Ten "Do's" -         Begin with praise and end with advice. 

 

1. Familiarise yourself with the speaker's assignment (including the evaluation briefing notes). 
2. Read the speaker's previous evaluations. 
3. Encourage and help the speaker to improve. 
4. Deal with the key points only. 
5. Make your purpose clear. 
6. Be positive and sympathetic. 
7. Be selective with time and advice. 
8. Illustrate your advice with examples. 
9. Be fair, honest and objective. 
10. Remember: the evaluation itself is also a speech. 
 
The Ten "Don'ts" - pitfalls and traps. 

1. Do not re-tell the speech. 
2. Do not comment on the content of the speech. 
3. Do not engage in a subjective argument. 
4. Do not be personal, abrasive or sarcastic. 
5. Do not try to score points at the speaker's expense. 
6. Do not criticise or comment without justification or full explanation. 
7. Do not ignore trivial points, but do not labour them either. 
8. Do not fawn or flatter. 
9. Do not indulge in gratuitous comments. 
10. Do not be afraid to speak your mind.
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General Evaluation Template 

 

General Evaluation is designed to ensure that the club’s standards are maintained and that there is a 

universal understanding of what is required for each Assignment  It should be a summary of the 

meeting, pointing out strengths and areas for improvement.  It should form a basis for training new 

evaluators and give help to those chairing the meetings. 

This template is intended to help new Evaluators but may be found useful by those more 

experienced.  Although it is not necessary to complete every section, some General Evaluators may 

wish to substitute some sections of their own. Neither is it essential to complete the form in the 

order in which it is written.  

The section  marked *** may be more useful for visiting General Evaluators and may not be required 

for ‘in-club’ use 

Club -------------------------------------------------------------------Date---------------------------------------  

General impressions on arrival at 

meeting*** 

Opening of the Meeting 

a) Welcoming 

b) Introduction of Guests 

Business session/Short, succinct,  

Minutes 

Chairing of the Meeting 

Preparation 

Agenda (any amendments etc) 

Introduction of speakers 

Timing (include explanation of timing and 

positioning of lights) 

Linking of speeches 

Introduction of Evaluators 

Control of interval 
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Topics or other activity 

(If the topics have already been evaluated 

only a brief mention is necessary)  

Evaluators (main purpose of GE) 

I.  General Comments 

II. Individual Comments  

Things to watch for: 

Evaluators retelling the speech 

Evaluators addressing the speaker directly 

Good advice given 

Cover given to every aspect of assignment 

(and previous ones) 

Examples of good practice and areas for 

improvement 

Things to avoid 

DON’T re-evaluate the speeches 

DON’T abuse the privilege of having the last 

word 

DO be controversial if this is appropriate 

DO select only the important issues. 

Meeting as a whole 

Did the programme succeed? 

Was the evening enjoyable? 

Was there some Educational Worth? 
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Section C  

 

The Advanced Assignments 

 

Assignments C1 – C10 

With Evaluation Sheets 

 

C11 – More Challenges
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SECTION C 

Introduction to the Advanced Assignments 
 

Each year, many of our members are awarded the Certificate of Achievement, having successfully 
completed the basic skills assignments in Section A of this Guide.  This is a major accomplishment 
but is not the end of the process of learning to communicate effectively. The Advanced Section is 
designed to offer members further challenges beyond the standard of the final assignment in 
Section A, The Showpiece. 
 
The Advanced Section attempts to apply that knowledge in a wider range of situations, both within 
and outside the Club.  The use of modern presentation and other aids is essential for an 
accomplished speaker and there is no more effective test than to succeed before a real live audience 
in the outside assignment. 
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The Advanced Certificate of Achievement 
Members qualify for the Advanced Certificate of Achievement by successfully completing the THREE 
Mandatory Assignments, together with TWO of the Voluntary Assignments.  The Advanced 
Certificate of Achievement is awarded by the National Education Director, when requested by the 
Club Education Director, supported by the recommendation of the Area President. 
(Members might wish to  continue  carrying  out the voluntary assignments even after the Certificate 

has been obtained) 

Mandatory Assignments 

C1: The Impromptu Speech (an unscripted impromptu speech delivered to normal speech 
 standards) 

C2: The 'Outside' Assignment (a speech delivered to an audience outside the normal speaking 
 environment of the Association 

C3: Use of Presentation Aids ( a speech demonstrating the effective use of such aids 
 using more than one presentation medium) 

Voluntary Assignments 
Two other assignments drawn from 

C4: Chairing Skills  

C5: Developing and Delivering a Lecture 

C6: Business Presentations 

C7:  Speeches for Particular Occasions 

C8: The Written Speech ( a fully scripted speech, accurately presented) 

C9:  Speaking Without Notes ( a prepared speech delivered without the use of notes) 

C10:      Further challenges – from which one of the voluntary assignments may be selected 

Management 
Education Directors must help their members to create suitable speaking opportunities to practise 
the requirements for the Advanced Certificate. The hire of a village hall or school sports hall can 
provide the opportunity for a microphone or presentation  evening for the whole club. 

Members may need assistance in providing presentation equipment and a workshop on the use of 
such equipment is likely to be beneficial to the whole Club. 

 Outside Assignments and use of Presentational Aids can be created for members through ASC 
workshops, Area/District events, or invitations to speak to the local Rotary Club, Women's Institute 
or to Professional Associations. However, a speech delivered at a joint meeting with another ASC 
Club would not of itself fulfil the 'outside' requirement but an After Dinner Speech delivered at a 
Club Charter Evening, an Area Meeting or National Dinner could be so evaluated. 

Evaluation 
Care should be taken in selecting evaluators. For all Advanced Assignments, an experienced 
evaluator is essential, particularly at a venue away from the Club where support from a General 
Evaluator will not be available. 
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Assignment C1 

The Impromptu Speech 

Purpose 
The purpose of this assignment is to give you the opportunity to prepare and deliver a well-
constructed speech with very little time for preparation and none for rehearsal.  To achieve this 
successfully, you must focus your attention on the chosen topic and discipline your thoughts.  You 
must marshal your ideas quickly and express them clearly, convincingly and concisely.  When you 
have successfully completed this Impromptu Speech, you will have the confidence to accept this sort 
of challenge anywhere.  Preparation time normally allowed for this assignment is ten minutes. 

How to Achieve It 
In tackling this assignment, you should call upon all your previous experience of impromptu speaking 
such as topics taking, discussions and debating. You should aim to incorporate all the speaking 
techniques you have learnt during your progress towards the Showpiece  

At the meeting when you are scheduled to attempt the Impromptu Speech, your Club Education 
Director will offer you a choice of three titles.  A quiet place will be provided and you will be allowed 
ten minutes to prepare your speech.  Quickly decide which title you prefer and write down words 
and ideas you associate with your chosen subject.  The content of your speech will soon become 
evident.  Ensure that you have an effective opening, a logical development and a conclusion which 
relates to the rest of your speech and summarises the main points you have made.  

You will be called to the lectern after the ten minutes' preparation time and with the experience you 
have already gained, you will be able to produce a coherent speech with suitable word pictures and 
gestures.  Aim for a six to seven minutes speech. 

Things to avoid 
Do not attempt to make any preparations beforehand for this speech, as you cannot foretell what 
the subject matter will be.  Do not break the speech down into short topics as this will make it  
sound disjointed. 

Note to The Club Education Director 
When club members are ready to attempt this assignment, you should have known them for long 
enough to be able to assess what titles will be suitable to offer.  The choice should be varied, e.g. a 
subject of specific interest to the speaker, one which is topical and the third might be of general 
interest.  Be sympathetic to the personality of the speaker.  

Before the meeting, make sure the Chair understands that the subjects are to be handed to the 
speaker when leaving the meeting for the 10 minutes' preparation time. The speaker should be 
provided with a quiet place, preferably private, in order to make preparations.  The programme 
must be arranged so that, after the preparation time has elapsed, it is convenient to call the speaker 
to the lectern immediately.  For the benefit of the evaluator, the chair should ask the speaker which 
title has been chosen and the estimated time for the speech.  The title and time should be clearly 
announced to the audience before the speaker begins.  Select an experienced evaluator, preferably 
one who has already completed this assignment.  You may choose to discuss your suggested 
subjects with the evaluator before deciding what they should be.
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Evaluation C1 –  The Impromptu Speech 

The Speaker should demonstrate the ability to prepare a well structured logically developed and 

entertaining speech within a limited time.  The speech should appear to be well prepared and 

rehearsed. Give examples of strengths and weaknesses and suggestions for improvement as 

appropriate. 

Speaker……………………………………………………………………..Date……………………… 

 

Title …………………………………………………………………………. Stated time…………….. 

 

Evaluator……………………………………………………………………. Actual Time……………. 

  

Points to note (See also general points about previous/future skills overleaf) 

Was the subject 

Well chosen/appropriate for the exercise? 

Of interest to the audience? 

Was the speech well delivered? 

(audibility, conviction, command) 

What was the audience response? 

Passive-attentive? 

Engaged and held? 

Stirred up? (For or against the speaker) 

Did the speaker 

Demonstrate the full range of speaking skills? 

 

Recommendation :  Proceed to another exercise in the Advanced section ……………… 

Or:         Try this exercise again                               ……………… 

 

Evaluator’s Signature .……………………………………Club……………………………. Date……………. 
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Evaluation C1 - The Impromptu Speech 
Did the speaker maintain an adequate standard in these previously practised skills?  

   

Making a Start 

Manner and poise; air of confidence 

Interesting content; mannerisms 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development 

Content quality; clarity of thought 

 

Mean What You Say 

Choice of subject; appropriateness 

Sincerity/conviction; persuasiveness 

Appeal to logic or emotion 

 

Using Gestures and Body Language 

Hands/Head/Whole Body 

Eye contact 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal  variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Audience Rapport 

Was an affinity with the audience established 

 

Additional Comments (points worthy of praise or requiring advice)



© ASC 2014                                                                                                                                          103 

Assignment C2 

The Outside Assignment 

Purpose 
The purpose of this speech is to extend your experience as a club member further than the 
Association Dinners, Demonstration Meetings and ASC Conferences which you may have already 
addressed. It should provide the opportunity for you to put into practice the skills you have acquired 
in your earlier assignments and which have made you into a competent and experienced speaker. 

The audience, the atmosphere and the setting should be different from the intimate surroundings of 
the Speakers Club. Obviously, there is no such thing as a stock speech for this occasion, except 
perhaps a speech which introduces the ASC to other organisations. A speech about a particular 
subject may be requested or you may be given your own choice. In any event, the speech must be 
informative, interesting, entertaining and well rehearsed. 

How to Achieve It   
Liaise at the planning stage with the Secretary of the host organisation and make yourself aware of 
important matters such as: 

• the aims and activities of the organisation being addressed 

       (probably the most important when choosing your subject) 

• the venue, date and time of the event 

• the type, age and sex of the audience and the number attending 

• formal or informal  

• the venue- a lecture hall, a classroom or a banqueting hall  

•  facilities available 

• which presentation aids are available for your use or power sockets  etc for your  own 
equipment ( you will need to test any equipment beforehand);  

• the order of speaking, if other speakers, 

• most importantly, time allocated 

• Any dignitaries present names and positions? 

 

Allow time when arriving for personal introductions. Know the name of the Chair and be sure you 
are properly briefed to observe any necessary protocols. 

 

Subject Matter  
You should know about the organisation being addressed, including its aims and activities, so that 
you can choose subject matter that is interesting and suitably entertaining. Be careful not to give 
offence and remember that there is a world of difference between a humorous speech and a list of 
jokes.  

The techniques of good speaking that you have learnt in the club will enhance the speech but 
excellent subject matter will be vital also. Careful preparation, good material, and personal 
appearance will all contribute to the success of the assignment.   
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Before writing your speech, you should revise all relevant assignments in Section A of this guide, 
from A2 to A10, and remember to include all those techniques to enhance your delivery.  

Encouragement should be derived from the fact that the invitation has been extended. Employ a 
relaxed, unhurried style, confident that you have researched both your audience and your subject 
well. 

Presentation 
Eye contact and a cheerful smile will help in the early stages to bridge the gulf between speaker and 
audience.  Eye contact should be maintained as much as possible.  Leave the audience with a taste 
for more and a desire to ask questions rather than stifle them with too much material.  Enthusiasm 
and cheerfulness are contagious and will support the speech, help to establish a rapport with the 
audience and contribute to the success of the speech. 

If visual aids, exhibits or electronic presentations are employed, they must be appropriate, adequate 
in size and immediately to hand. It is the speaker's responsibility to ensure that any visual aids can 
be seen by every member of the audience and that material or charts are neither too small to be 
read by people at the back nor too large to be handled easily. Preparation beforehand Is essential 
here 

Use of Notes  
 However good your memory and however experienced you are, you would be well advised to have 

some notes to hand as it is essential not to stray from the planned path.  Copious notes badly 
handled would be a cause of distraction.  Brief critical-path notes should be adequate and 
unobtrusive, provided that the highlights of the speech are well rehearsed, smoothly connected and 
driven home firmly.  

Question Time  
As a matter of courtesy and subject to the approval of the Host Chair, you may invite questions after 
this speech. Question time is in itself an evaluation period.  It will reveal to what extent the speech 
has gone home and to what degree the audience has assimilated the subject matter.  It will reflect 
the success of the assignment.  

The person who presents the first question is the speaker's best friend so welcome the question, 

whatever it may be. A simple question may be used with one of two aims in mind: to lead and 

encourage a shy audience into active participation or to save the embarrassment of a silent question 

period. The way you handle the first question will set the tone of the whole of question time. 

Remember that this is not an argument period, so avoid the natural urge to defend your point of 

view too hastily.
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Evaluation C2 – The Outside Assignment 

To inform or entertain a substantial audience beyond the normal ASC Club environment. The task 

must be sufficient to extend the skills and experience of the speaker. The Evaluator should 

become familiar with  the notes relative to this assignment in the Speakers Guide  

Give examples of strengths and weaknesses and suggestions for improvement as appropriate 

Speaker………………………………………………………………….      Date………………………. 

Title ………………………………………………………………………. Stated time…………….. 

Evaluator…………………………………………………………………  Actual Time……………… 

 

Points to note See also general points about previous skills overleaf.    

  

Suitability of the task 

Was the speech suitable to the audience and the situation? 

Preparation 

Had the speaker: 

 prepared thoroughly? 

tested microphones? 

checked out size and shape of room etc? 

prepared subject matter sufficiently? 

 

Professionalism 

Were necessary protocols observed? 

e.g.Salutation,addressing guests/ dignitaries etc 

Suitable dress code? 

 

Competence 

Does the speaker know the subject? 

Ability to handle questions 

Use of any presentation aids – was this efficient/effective? 

 

Recommendation :  Proceed to another exercise in the Advanced section ……………… 

Or:         Try this exercise again                               ……………… 

 

Evaluator’s Signature .……………………………………Club……………………………. Date…………….
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Evaluation C2-The Outside Assignment 

Did the speaker maintain an adequate standard in these previously practised skills?  

   

Making a Start 

Manner and poise; air of confidence 

Interesting content; mannerisms 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development 

Content quality; clarity of thought 

 

Mean What You Say 

Choice of subject; appropriateness 

Sincerity/conviction; persuasiveness 

Appeal to logic or emotion 

 

Using Gestures and Body Language 

Hands/Head/Whole Body 

Eye contact 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal  variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Audience Rapport 

Was an affinity with the audience established 

 

Additional Comments (points worthy of praise or requiring advice)
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Assignment C3 

Using Presentation Aids 

Purpose 
This assignment is to demonstrate your ability to use visual images, artefacts and/or electronic 
equipment to give a presentation in a proficient and structured manner so that they add value and 
justify their inclusion. 

Choice of Subject 
The use of presentational aids is generally more appropriate to "presentations" rather than a 
traditional speech. The subject must be one that will clearly benefit from, if not cry out for, the use 
of visual media and should be suited to your audience. This need not exclude quite specialist 
subjects but their treatment must be tailored to the club situation, unless this assignment is being 
combined with C2, Outside Assignment, or with C6  Business Presentations. 

How to achieve it 
As with all speeches and presentations, you should aim to instruct, to educate, or to entertain your 
audience. You may want to persuade them to your point of view or to a course of action. Your 
specific objective will influence your choice and use of visual media. 

The assignment should involve some use of words and images on visual media, such as on a flip 
chart, an overhead projector, or by the use of presentation software such as Powerpoint and the 
appropriate use of artefacts. Speakers should demonstrate their abilities by using more than one 
type of aid and presentations may have to be slightly longer to allow this to be done effectively.  
However, the use of more than two different media would require extremely careful handling and is 
not recommended. 

Preparation 
The additional pages which follow this one contain practical advice on the use of the main 
Presentation Aid media. 

This assignment will require a considerable amount of preparation. In addition to a wide range of 
speaking skills, the evaluator will also be considering the skills involved in the use of the visual 
media. This will include: 

• the design and quality of prepared material 

• the selection and suitability of any photographic or video images 

• your competence in using the presentational  aids so that the impact of the image predominates 
 and the distraction of the equipment and its use is minimised.  

All of these aspects will be under close scrutiny and need to be addressed in your preparation. 

Some aids from flip charts to Smart boards to  flip charts  allow text and diagrams to be produced 
in situ but  any such use needs to be carefully thought out. It will require practice beforehand so that 
this material can be produced quickly and clearly. Badly drawn diagrams and text are distracting. 

The evaluator will be looking for good timing and smooth incorporation of the images into the 
presentation together with how effectively each image was used whilst being displayed. 
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You will also need to consider the layout of the room and plan the positioning of any  equipment to 
the best advantage. Visual images are of little use if the audience cannot see them clearly. 

Some Good Ideas 
• Generally, the display of text alone is boring. It will only have impact or lend emphasis if it is 
 brief, can be clearly seen and is used effectively. Use 'build-up' techniques where appropriate.  

• Keep diagrams simple. Use colour to clarify, emphasise and add impact. 

• Do not display an image until you are ready to use it. Do not leave it displayed when it is no 
 longer needed. 

• Unless an image is immediately obvious, give your audience time to understand it. Introduce it 
 and if necessary explain it. Then use it to make your point. 

• Organise your visual material and refine your technique to minimise any distraction resulting 
 from its use. 

• Speak to the audience, not the screen. Remember that the spoken word remains the most 
 important component of your presentation. 

Any artefact used should be large enough for the audience to see but not too large to handle easily. 

If to be shown for more than a few seconds, place it on a high table or stand for it to be seen. 
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Extra information about Presentation Aids 

Purpose 
The purpose of using any visual aid is to enhance the presentation you are making. It is widely held 

that an audience will retain far more of what they see and hear than what they hear alone. The use 

of good presentational aids can enhance the understanding of complex issues. 

The key to a strong presentation is not the equipment you use. You should be able to do your 
presentation on a blank stage, with no props, and have it work on its own.  However, anything which 
can enhance the presentation is a bonus. The equipment should not be used  as a crutch: The 
presenter should not, for example, merely  stand up before a group and  read slides. The rules laid 
out on the following pages will help towards a successful presentation. 

This section of the Guide considers the use of several kinds of Presentation Aids  

General points  
Visual aids can be an important part of many presentations. The most commonly used media are the 

flipcharts  and computer-based presentation programmes. Here are some suggestions for making 

the most of your visual aids 

The choice of presentation aid may be limited by the venue characteristics or equipment availability. 

If the brief you receive about the assignment is unclear you should investigate the possibilities and 

the organiser's requirements at the earliest opportunity. Take into account that incorporating any 

equipment into a presentation extends the preparation time scale. 

If there are other presenters, you should check what they will be using to avoid being disadvantaged. 

Your confidence will be severely undermined if you arrive at the venue with your hand-drawn flip-

chart pages, to find that all other presenters have professionally produced electronic presentations.  

However, this must suit your individual style and there is nothing wrong with a variety of visual aids. 

To maintain impact, the visual aid should not be displayed until you need it and when used must be 

clearly visible to the whole audience. When the point has been made, remove the visual aid, as if left 

there it will only distract the audience from what follows. These rules apply equally to all types of 

aids - flip-charts, videos, objects or whatever else. 

Make your handling of the equipment or artefact crisp and efficient, but make sure you display the 

item for long enough for your audience to assimilate it. 

Lastly, make sure you prepare to use electrical equipment properly. Check that there is a socket in 

the room, and that you have enough cable to reach it. 

 

 

 

http://www.toastmasters.org/MainMenuCategories/FreeResources/NeedHelpGivingaSpeech/TipsTechniques/VisualAidsPowerPoint.aspx
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Planning and preparation 
The incorporation of visual aids will not in itself affect the construction of your presentation. All of 

the basic principles of good speech-making continue to apply. Depending, however, on the type of 

visual aid used, you will need to allow time for design, proofing and production. 

Presentation Software 
Electronic presentations are the most modern and widely used visual aids today and are very 
professional in appearance. They have a wide range of uses that benefit both the speaker and the 
audience.  
 

Advantages of Electronic presentations 
The following paragraphs are specifically concerned with the use of Microsoft Powerpoint but there 
are other brands of such software which offer the same benefits. 
 
Portability 

• can go just about anywhere the presenter or audience goes 

• can be set up on a laptop connected to a projector, saved onto a USB stick or even e-mailed 
 to the venue.  There is no need to carry separate slides ( as with OHP, or 35mm) so 
 eliminating the need to ensure accurate dust-free filing afterwards 

Streamline Design:  

•  offer users the ability to choose from a variety of templates or upload a template of their 
 own design. A template helps the presenter put together a cohesive and consistent slide 
 deck that ultimately benefits the audience. 
 
Better Presentations: 

• Include  a number of features which allow presenters to better engage the audience 
 eg  edited directly through the software 

• allow the presenter to add animations that can accentuate or highlight important points. 
 Slide transitions work to move the presentation from one topic to the next 
 
Ease of use 

• easy to use and run.  

• multiple options for moving around slide shows including the up and down arrows on a 
 keyboard, page up and page down keys or presenters can use pointers to work the 
 presentation remotely.  

• includes a notes feature that lets presenters add talking points that only they can see. This 
 helps presenters better remember the flow of the slides and cover important  
 
Facilitating the presentation 

•  can be operated from the laptop, so that the speaker can remain facing the audience, 
monitoring the slides on the screen in front of them. 

• in Presenter mode, notes can be seen on the monitor which the audience does not see.   This 
eliminates the need for separate notes being hand-held and the possibility of rustling or 
dropping them. 
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Evaluation C3 – Use of Presentation Aids 

The Speaker must illustrate the talk with relevant images which improve the impact and make the 

content easier to understand/assimilate. The task assesses the appropriateness of the images, 

their content and the way the speaker handles them. A variety of display media should be used to 

demonstrate proficiency. The Evaluator should  read the notes in this Guide relative to this 

Assignment.  

Give examples of strengths and weaknesses and suggestions for improvement as appropriate 

Speaker……………………………………………………………………..Date……………………… 

 

Title …………………………………………………………………………. Stated time…………….. 

 

Evaluator……………………………………………………………………. Actual Time……………. 
 

Points to note       

Room 

Layout 

Visibility to audience 

 

Speaker 

Stance 

Timing 

Display technique 

 

Images 

Clarity 

Content 

Balance – no. of images to speech content 

Appropriate/Relevant 

Variety of media 

 

Recommendation :  Proceed to another exercise in the Advanced section ……………… 

Or:         Try this exercise again                               ……………… 

 

Evaluator’s Signature .……………………………………Club……………………………. Date……………. 
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C3 – Use of Presentation Aids 
Include here strong points of this speech on which the speaker should aim to build in future 

assignments. Did the speaker maintain an adequate standard in these previously practised skills? 

Making a Start 

Manner and poise; air of confidence 

Interesting content; mannerisms 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development 

Content quality; clarity of thought 

 

Mean What You Say 

Choice of subject; appropriateness 

Sincerity/conviction; persuasiveness 

Appeal to logic or emotion 

 

Using Gestures and Body Language 

Hands/Head/Whole Body 

Eye contact 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal  variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Audience Rapport 

Was an affinity with the audience established 

 

Additional Comments (points worthy of praise or requiring advice)
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C4  Chairing Meetings 

Introduction 
Chairing meetings  is a very important element of the activities of Speakers Clubs, just as it is in many 
other walks of life.  Our normal club evenings offer the opportunity to practise and so develop our 
skills of chairing.  Often this begins as Topics Chair.  Gradually we become more proficient and may 
progress to chairing different sorts of meetings which might include inter-club competitions, Area or 
District contests, AGMs within or outside ASC, and discussions.  

Discussions can take several forms, each of which requires a chair.  We are concerned with three of 
these:  

the forum has one principal speaker who deals with the subject, followed by questions and points 
from the floor 
the symposium usually has several speakers dealing with different aspects of the subject before a 
general discussion, which includes the audience 
the panel is similar to the symposium but with a number of speakers discussing a variety of topics.  
Audience participation is more limited. 
 
In order to fulfil this assignment during a normal club meeting, you should completely chair the 
whole meeting, including speeches, evaluations, topics and formal business session, preferably 
involving reports, motions and Any Other Business.  

Purpose  
In this assignment, we are concerned with your performance in charge of the meeting. To succeed, 
you need to demonstrate your ability to chair one of the different situations mentioned above.  You 
must show that you are totally in control in a way that facilitates the progress of the meeting, 
enabling all those who need to speak to do so without feeling under pressure because of lack of 
organisation on your part. 
 

How to Achieve It 
Before being evaluated on this assignment, you should ensure that you practise by chairing as many 
different situations as you reasonably can.  Read Sections B1, E2 or E3 of this Guide, as appropriate, 
and follow the advice given for the planned meeting.  
If you are to chair a symposium, forum or panel, your preparation should cover some or all of the 
following, as appropriate: 

• discuss timing with the speakers 

• find out something about each speaker so that you may introduce them effectively 

• ensure that the speakers know the limits within which they are to speak and what points they 
 should cover 

• anticipate topics which might arise in case you need to prompt the audience 

• plan for any problems which might arise 

• arrange the speakers where they are clearly seen by the audience.
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At the start of the meeting you should: 

• welcome and introduce the speakers, being careful not to give undue emphasis to any 
 individual 

• explain the procedures to be followed 

• define the subject, making sure you maintain your own impartiality. 

 

Be prepared to intervene if speakers stray from their topic or go over time. 

During a panel discussion you should balance the order in which speakers respond.  A simple record 
can be kept on a prepared sheet.  For example,  for four questions and four panellists: 

Panellists       Black                Brown   Green    White 

 Questions      A B C D  A B C D   A B C D   A B C D 
1  1  1  1  1  1  1  1  1  1  1  1   1  1  1  1  

2  2  2  2   2  2  2  2   2  2  2  2   2  2  2  2  

3  3  3  3   3  3  3  3   3  3  3  3   3  3  3  3  

4  4  4  4   4  4  4  4   4  4  4  4   4  4  4  4  

 

Each time you call a panellist, tick the appropriate number, maintaining a balance 
as the evening progresses (see examplebelow) 

Panellists  Black   Brown   Green   White 

Questions      A B C D  A B C D   A B C D   A B C D 

 1  1  1  1   1  1   1  1   1   1  1  1    

2  2  2      2  2  2   2   2  2   2  2   2  

3  3   3   3  3  3     3  3  3    3   3  3  

4   4  4   4  4  4    4  4  4     4  4  4  

 

NB to Education Director  
The Evaluator for this assignment should not be the General Evaluator when the chairing of a club 
meeting is under review.  However, it would be advisable for both evaluators to confer and for the 
evaluation to be delivered immediately prior to the General Evaluation.  

Assignments undertaken at venues other than the Speakers Club should be evaluated by an 
experienced Evaluator from ASC.  Do not rely on the assessment given by the grateful host of an 
outside organisation. 
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Evaluation  C4 – Chairing Meetings 

To demonstrate the ability to chair a meeting with total control, facilitating progress whilst giving 

all participants the appropriate opportunities to speak effectively.  The Evaluator should read  the 

Notes relative to this Assignment in the Speakers Guide. (Give examples of strengths and 

weaknesses and suggestions for improvement as appropriate) 

 

Speaker……………………………………………………………………..Date……………………… 

Title …………………………………………………………………………. Stated time…………….. 

Evaluator……………………………………………………………………. Actual Time……………. 

   

Points to note. See also general points on previous assignments overleaf   

  

Explanation of proceedings 

Introduction of Contributors 

Development of Appropriate tone for the meeting 

Control of progress towards objective 

Control of balance of contributions 

Maintenance of Order 

Effectiveness of Conclusion 

 

Recommendation :  Proceed to another exercise in the Advanced section ……………… 

Or:         Try this exercise again                               ……………… 

 

Evaluator’s Signature .……………………………………Club……………………………. Date……………
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C4  Chairing Meetings 
Did the speaker maintain an adequate standard in these previously practised skills? 

 

Making a Start 

Manner and poise; air of confidence 

Interesting content; mannerisms 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development 

Content quality; clarity of thought 

 

Mean What You Say 

Choice of subject; appropriateness 

Sincerity/conviction; persuasiveness 

Appeal to logic or emotion 

 

Using Gestures and Body Language 

Hands/Head/Whole Body 

Eye contact 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal  variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Audience Rapport 

Was an affinity with the audience established 

 

Additional Comments (points worthy of praise or requiring advice)
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Assignment C5 

Developing and Delivering a Lecture 

Purpose 
A lecture is a discourse delivered to an audience on a given subject, generally with the intention to 
inform or to educate, possibly in an entertaining manner, without losing the interest of the 
audience.  A lecture may be as short as twenty minutes or could extend up to an hour in length, 
although most people lose concentration after 45 minutes or so. 

How To Achieve It 
Choose an appropriate title to stimulate interest.  Careful preparation is vital.  The rules that apply to 
preparation, construction, gestures, use of the voice, vocabulary, use of notes and humour, covered 
in previous sections of this Guide, are equally important when giving a lecture.  
All speeches should have a clearly defined introduction, development and conclusion.  It is even 
more important in a lecture, firstly to set out briefly what you intend to say, secondly, to explain the 
core of your discourse and finally, to summarise what you have said.  

The audience will be able to grasp and retain much more information if facts are presented so that 
one flows logically and smoothly to the next.  Emphasise the important points by repetition of a 
phrase or word, by a change of pace, or by use of a rhetorical question, followed by a pause. 

Use of Notes 
You will be forgiven if notes are more obvious than is normally the case in a speech.  However, it is 
better not to use a full script unless essential for statistics or quotations of text.  Remember to quote 
the source from which the statistics or quotations are derived.  You should try not to lose eye-
contact when reading. This is  a skill which can be achieved with practice . 

Successful lecturers will introduce an element of humour into a lecture, not by telling unrelated 
funny stories, but by the neatly turned phrase, amusing comment or relevant anecdote . 

Using Presentation Aids 
A long lecture may hold the attention of an audience if the material is interesting. However, it will be 
more enjoyable and instructive if visual aids are used appropriately and well. 

The use of presentation aids must be planned beforehand or they may belie their name and become 
a handicap. (Read Section C3 and additional information therewith.)  All kinds of presentation aids 
can be useful additions but you must ensure that suitable equipment is available or that there are 
adequate sockets and extension leads etc for your use. 

Arrange with someone to switch off the lights at the appropriate time.  If references to notes are 
needed during the projection, make sure enough lighting is available to read them. 

All blackboard sketches, models or charts used should be covered until needed. After use, remove or 
cover them. This will help to retain the attention of the audience. Use electronic aids only if they will 
enhance your presentation.
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In Conclusion 
A period of time for questions from the audience should be planned and allowed, preferably 
towards the end of the session, unless a particular point needs immediate clarification.  This will 
enable the planned delivery time of the lecture to be maintained.  After the questions, the lecture 
will benefit from a review of the main points and you should aim to bring the lecture to a 
satisfactory closure with a well-rounded comment, anecdote or amusing observation, thus ending 
on a high not
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Evaluation C5 - Developing and Delivering a Lecture 
To deliver a lengthy and possibly weighty theme to an audience, educating and perhaps 

persuading them to a viewpoint without losing their interest. The Evaluator should read notes 

relative to this assignment in this Guide 

Give examples of strengths and weaknesses and suggestions for improvement as appropriate 

 

Speaker……………………………………………………………………..Date……………………… 

Title …………………………………………………………………………. Stated time…………….. 

Evaluator……………………………………………………………………. Actual Time……………. 

 

   

Points to note (see also general points about previously practised skills overleaf)  
     

 

Length 

Development of subject 

Sufficiency of material 

Handling of facts and figures 

Effective instruction techniques 

Appropriate visual aids 

Held interest of the audience 

 

Recommendation :  Proceed to another exercise in the Advanced section ……………… 

Or:         Try this exercise again                               ……………… 

 

Evaluator’s Signature .……………………………………Club……………………………. Date……………
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Evaluation C5 – Developing and Delivering a Lecture 
(Did the speaker maintain an adequate standard in these previously practised skills?) 

 

Making a Start 

Manner and poise; air of confidence 

Interesting content; mannerisms 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development 

Content quality; clarity of thought 

 

Mean What You Say 

Choice of subject; appropriateness 

Sincerity/conviction; persuasiveness 

Appeal to logic or emotion 

 

Using Gestures and Body Language 

Hands/Head/Whole Body 

Eye contact 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal  variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Audience Rapport 

Was an affinity with the audience established 

 

Additional Comments (points worthy of praise or requiring advice)
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Assignment C6 

Business Presentations 

Introduction 
Many members of ASC will do the major part of their public speaking in connection with their work. 
As income and career prospects may be affected directly or indirectly by their performance there is 
good reason for getting it right. Some ASC members may decide to attempt this presentation in the 
club setting as an exercise in this kind of presentational skill.  

In either case, all the principles of good public speaking apply. The cardinal extra requirement is that 
you should know your subject and your specific objective.  

Purpose 
The purpose of this assignment is to persuade the audience in a business context towards a 
particular product or service, to instruct them in an element of business, or to inform them of 
forthcoming changes which will affect them. 

Subject Matter   
The subject chosen for this assignment should preferably be directly related to your business 
interest. Alternatively, if the product or service is imaginary, it must represent a credible real life 
situation and be something in which you strongly believe.  

How To Achieve It 
Be clear about what is needed.  

Ask yourself, "What am I trying to achieve with this presentation?"  

Are you trying to inform or instruct people about a new procedure or policy?  

If so, how different is it from that which they already understand? 

• What is the main effect of the change?  

• Are you trying to influence and persuade your audience towards a particular proposal?  

• If so, how does it personally affect members of the audience ?  

• What are the benefits for them as individuals? 
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Presenting the information 
This assignment is likely to be a combination of earlier assignments  In particular, you may need to 
use Audio Visual Aids and you will therefore need to refer to other sections of this Guide  The 
specific objective of your presentation will influence your manner of presentation.  

You should seek advice from earlier assignments about speech construction and delivery while 
bearing in mind that this audience is probably better informed about your subject than most other 
audiences would be.  

You must choose phrases that will elicit a positive response from your audience, perhaps indicating 
the benefits to them of your ideas, rather than expressing your personal opinion. For example, you 
would be more likely to succeed with the statement, "You will be convinced that this new product is 
the best you have ever tried ..." rather than, "I am convinced that ...............".   

Jargon, abbreviations and complex statistics may be appropriate for your presentation and you may 
therefore decide to use some presentational aid. Remember that faulty, or badly handled aids can 
ruin your presentation. Exclude from your presentation anything that is not relevant. 

Question Time  
Usually, in Business Presentations, you are expected to answer questions. To avoid breaks in the 
'flow' of your presentation request that questions be raised at the end.  Remember that that this is 
not an argument period, so avoid the natural urge to defend your point of view too hastily. Your skill 
in answering any questions will be covered in your evaluation.  

Use of Humour  
Humour may be totally inappropriate to a genuine Business Presentation, especially one where 
employees' jobs may be at stake. However, in many instances, a little humour will relax the audience 
at the beginning of your presentation and will help build that very important bridge between you 
and your audience from the outset.  

Humour can also provide relief during a complex presentation but be cautious; some 'technical' 
audiences may not respond as well as those you are likely to encounter at ASC meeting.  If in any 
doubt, omit humour from the body of your presentation.  Even if your speech does not include 
humour, a smile from time to time will usually help to gain acceptance by your audience.   

The Conclusion   
As with any speech, use your conclusion to emphasise the main facts and benefits for your audience 
to remember. If you have succeeded in creating interest at the outset and the body of your speech 
has been easy to follow, don't throw away all those benefits with a weak, indefinable conclusion. 
Build to your conclusion and CLOSE WITH IMPACT. 
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Evaluation C6 - Business Presentations 
To persuade the audience in a business context towards a particular product or service, or to 

instruct them in an element of business.  Evaluator should carefully read the notes relative to this 

assignment in this Guide  

Give examples of strengths and weaknesses and suggestions for improvement as appropriate. 

 

Speaker……………………………………………………………………..Date……………………… 

Title …………………………………………………………………………. Stated time…………….. 

Evaluator……………………………………………………………………. Actual Time……………. 

   

Points to note – see also general points about previous skills overleaf 

Persuasion 

Relevancy  

Clarity of Purpose 

Visual Aids 

Response to Questions 

 

 

 

 

Recommendation :  Proceed to another exercise in the Advanced section ……………… 

Or:         Try this exercise again                               ……………… 

 

Evaluator’s Signature .……………………………………Club……………………………. Date…………….
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Evaluation C6 - Business Presentations 

(Did the speaker maintain an adequate standard in these previously practised skills? 

 

Making a Start 

Manner and poise; air of confidence 

Interesting content; mannerisms 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development 

Content quality; clarity of thought 

 

Mean What You Say 

Choice of subject; appropriateness 

Sincerity/conviction; persuasiveness 

Appeal to logic or emotion 

 

Using Gestures and Body Language 

Hands/Head/Whole Body 

Eye contact 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal  variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Audience Rapport 

Was an affinity with the audience established 

 

Additional Comments (points worthy of praise or requiring advice 
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Vote of Thanks and 

 Other Speeches for Particular Occasions 
to prepare for C7 – The After Dinner Speech 

The Vote of Thanks  

Purpose 
It is important for the proposer of a Vote of Thanks to be clear that the task is to  thank the speaker  

on behalf of the audience. 

How to Achieve It 
As proposer, be constantly alert and attentive during both the Chair's introduction and the Speaker's 

delivery. Listen carefully to the speech and note a few relevant points to refer to but avoid repeating 

what the Chair has already said about the Speaker. 

Consider starting with a sentence such as, "I am delighted to offer a Vote of Thanks on behalf of the 

club (or whatever collective noun is appropriate) for the speech (or talk) we have just been 

privileged to hear .....", so that a courteous tone has been set. 

Then go on to indicate to the Speaker a couple of points or statements which members will have 

found useful, interesting or illuminating. 

Finally, conclude by offering thanks to the Speaker and inviting the audience to show its appreciation 

by a round of applause, if appropriate. A good Vote of Thanks should not exceed three to four 

minutes. 

Things to Avoid 
The Vote of Thanks should not become another speech. The audience has heard the Speaker and 

does not want another speech. Except for highlighting a couple of key points, the proposer should 

not repeat nor extend what the Speaker has said.  To do so is discourteous to both Speaker and 

audience. 

Do not make the Vote of Thanks into a comedy routine. That is also discourteous to the Speaker as it 

detracts from their speech. 

The Vote of Thanks to the Speaker should not include a wider expression of thanks to the organisers 

and others involved. Thanking all those extras is the job of the Chair. 

Do not physically address the Speaker. Although the Vote of Thanks is specific to the Speaker, speak 

clearly and audibly to the whole audience, with the occasional glance in the direction of the Speaker. 

Do not prepare much of a Vote of Thanks before hearing the speech.  Normally the content of the 

speech would not be known in advance and anything prepared earlier could be quite inappropriate. 

Aim for freshness and brevity.
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Toasts, Responses, Eulogies, Addresses of Welcome, Weddings, 

Presentations etc. 

These speeches are made on a variety of occasions, some of which will be more serious than others. 

Speakers will have been present as guests at some or all of these occasions and will be in a position 

to evaluate the occasions from the point of view of the speeches heard. Analysis will indicate: 

• whether the proposer of the Toast did, in fact propose the Toast.  

• was there an arresting opening?  

• were references made to the establishment/organisation being Toasted?  

• were irrelevant funny stories of the 'that reminds me' variety employed? 

• were any anecdotes well adapted to the occasion?  

• was offence caused or the audience embarrassed?  

• was attention held to the end?  

• did the Speaker ramble on insensitively?   

All these questions apply to all the Particular Occasions speeches, equally to Responses, Replies, and 

Presentations as well as to the Toasts themselves. If invited to perform any of these functions, take 

care to prepare a chart before the start.  

Try to find a format or frame on which to shape the Toast or the reply. Think around the ideas 

suggested by 'Parallels' or 'Contrasts' e.g. this occasion is like or completely unlike, another such 

occasion. This club organisation or person may have qualities which are similar to, or can be 

contrasted with, another occasion. This technique will enable a story or anecdote to be adapted to 

suit the present occasion and the closer the story to the interests of the audience the better.  

Perhaps keep a notebook to record ideas, anecdotes, stories and epigrams which might prove useful. 

These can sometimes come from speakers at other special occasions but there are usually a fair 

number of anthologies of this type available in Public Libraries.  

Audiences 
The audience and the atmosphere inevitably change outside of the intimate surroundings of the 

Speakers Club, so remember this in the preparation. What is acceptable with one group of people 

may not go down well with another.  

The cardinal rule should be to avoid all crude, risqué or insensitive stories and anecdotes, whatever 

the audience. Generally, anything said should be gentle and sympathetic, particularly if it relates to 

the person who is the subject of the Toast, Presentation or Response.  

If planning to comment on life by story or anecdote or quotation, speakers should focus the story on 

themselves so they are the recipient of the slings and arrows. Then there will be a sympathetic 

response from the audience.  

The devices are, of course, the extra little touches, which embellish and add lustre to the 

presentation of the Toast or Address or Reply. They are not and should not be the speech itself or 

the raison d'être of the Toast may be lost with the result that the audiences are much less receptive 

to the offering, despite efforts to entertain them. 
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All audiences expect the speaker to have something to say and it should be said in a manner which 

will be interesting, or informative and, if possible, entertaining. For example, a speech at a wedding 

reception should be brief and genial, whatever the speaker’s role.  

It is not always possible to gauge the nature, size or composition of the audience which is to be 

addressed beforehand, so try to develop a format or frame for the special occasion. Some speakers 

have discovered that they have hit upon two or three associated ideas, or comments upon which 

they can hang a whole series of illustrations, witticisms or anecdotes. Listening to other speakers 

and getting the feel of the audience, enables them to expand, contract or discard this or that 

illustration, before they get up to speak. It takes a little practice but it is well worth the effort put 

into it. At its best it avoids the use of irrelevant material and provides an immediate base for further 

special occasions. It makes the presentation unusual and refreshing and, if the speaker is the last of 

six and the audience is getting restive, all will be grateful for this approach.  

Presentations 
The reason for the Presentation should be briefly outlined. Some pleasing observations should be 

made about the recipient. Gentle flattery with perhaps, a personal story. The speech should end 

with good wishes and felicitations for the future. Avoid a long harangue since the recipient may be 

rather tense knowing that a reply will be expected. Remember, it is their day. Obey the rules of 

simplicity, geniality and brevity. 

Speech of Welcome 
Club evenings offer excellent opportunities to practise welcoming a guest speaker, a visiting club 

member or officer. Having named the guest, mention the purpose of the visit, even if those present 

know it already. An appreciative reference should be made, if it is a public figure, to them giving 

their time for the occasion. A brief outline of the guest‘s background done in a friendly manner swill 

make the guest feel at ease. Avoid notes and platitudes. Be friendly and sincere. Leave a something 

for the Vote of Thanks. A word beforehand with the person who has to do this would be very 

helpful. 

Finally 

There is much to be learnt from listening to other people, even if it is how not to do it.  Wherever 

possible, prepare the speech fully for the special occasion but use notes sparingly. Aim for simplicity, 

geniality and brevity.
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Assignment C7 

The After Dinner Speech 

Purpose 
Speaking after a dinner deserves special mention. Almost anybody may at some time be called upon 
to 'make a little speech', whether it be at a formal dinner with a large audience, or a small informal 
or family event.  Whatever the event, preparation is vital, in terms of understanding just what you 
are being asked to do, to whom you are speaking and for how long.   

Understanding The Task 
It is vital that both host and speaker know exactly what each expects of the other. The host must 
brief the speaker properly on the type of occasion, the audience, the speech purpose and its length. 
The speaker must in turn be clear what is being asked, what are the host's expectations and what 
the audience is looking for. If this briefing is not offered, you must ask for it.  

The occasion may relate to just a few friends or a large audience, but the basics and preparation are 
still equally important. If you deliver a 20-minute lecture when your audience anticipates  5 minutes 
of light humour, you will not succeed, no matter how good a speaker you are 

There are many different formulae for speaking at dinners, and the length any type of speech varies 
with each approach. The standard approach has four speeches.  The Toast to the Organisation, the 
Reply on behalf of the Grganisation, the Toast to the guests and the Reply on behalf of the Guests. 
This pattern is probably most common.  Some dinners have an additional Guest Speaker who is 
specifically invited to give a rather longer, more informative speech. 

Before accepting (or indeed offering) an After-Dinner assignment, check what the requirements are. 
A speaker whom the audience have come specifically to hear will be expected to speak for perhaps 
20 minutes or even longer on a subject known to be interesting and relevant to the audience. 

If you do not fall into this category and are part of a programme of other speeches, then a speaking 
time of seven to ten minutes will be more appropriate. Your audience will be well wined and dined, 
they may have listened to several speeches before yours and their attention span will be limited.  
You may enjoy a speech beyond this length, but it is unlikely that all your audience will still be with 
you if you plough on further. 

The Salutation 
It is easy to get tied up in the etiquette of your opening remarks, but here are some simple 

guidelines: You must mention the Chair or the host of the event first, followed by dignitaries in 

descending order even with royalty present (unless it is the Queen) 

At an ASC dinner the introduction may be: “ President of X Speakers Club, National President, 
honoured guests, ladies and gentlemen". (These last are the club members). Don't refer to 'principal 
guests' if you can avoid it, as it makes the other guests feel less valued. 

The Toast To The Organisation 
As first speaker you have to warm up the audience, and you will need humour, but don't go on too 
long - remember other speakers have to follow you. Study the organisation, and any special or 
humorous events from the past year. Pick out the 'characters' who you can aim a story at, but link 
them to a recognisable theme. 
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It is important to get the Toast right - check the correct title of the organisation and anybody you 
intend to mention by name.  Is there a Toastmaster (who will announce the Toast)? If not, make 
clear to the audience what you want them to do, and who should Toast whom. As you reach the end 
of the speech invite them to charge their glasses and stand - then wait for the noise to subside 
before calling out the Toast itself. 

"Please rise ………. and join me in a Toast to the club and our president Jane Smith" This form of 
words makes clear that all should join the Toast except the president. 

Reply On Behalf Of The Organisation 
Pick up the points from the previous speech - leave gaps in your notes to help with this.  This speech 
often includes a review of the year, perhaps congratulations or a pep talk, and thanks to those 
stalwart workers.  Don't steal the thunder of those following you, for example by talking too much 
about the guests. 

Propose The Toast To The Guests 
Identify who are the principal guests, who must be given the main attention in this speech.  Other 
guests can be mentioned but it is generally a mistake to try to mention all the guests - it can sound 
like a telephone directory. However, make sure that you don't only leave out one or two guests, as 
they will feel neglected.   

Check the background of the principal guests - obtain their CV, possibly from a secretary or 
colleague. Identify the guests by sight before the dinner, and check where they are on the seating 
plan, so that you are looking in the right direction when you refer to them. Talk to the guests you 
intend to mention before the dinner starts if possible. You will build a rapport, and may get more 
background on them. Check that they can take a joke 

Ensure you end with a clearly delivered Toast to the guests - see above advice on Toasts. 

Reply On Behalf Of The Guests 
This is probably the most difficult task, as you are less likely to be familiar with the detail of the 
organisation. Find an interesting theme, but be sure that it can link to the previous speeches.  Try to 
avoid much reference to the organisation itself, as it will probably have been fully covered already. 
Prepare twice as much material as you will need - half may be pre-empted by the speakers before 
you.  

The key points of this speech are flexibility and humour  Leave gaps in your notes, and pick up on 
what has already been said. Lastly, be prepared to cut short if the previous speakers have gone on 
too long.
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General Points 
As all these speeches need at least a little humour, re-read Section A8: 'Using Humour' in 
preparation for the speech.  

Do your homework - find out the type of organisation, its purpose, and who is likely to be there. Is it 
a mixed audience, of what age range and general background?  A young mixed audience at a 
Students Union will react very differently to a Rotary or Soroptomists' group in terms of humour and 
the protocols to which they will be expecting you to conform. 

What is the correct dress? Both you and your audience will feel embarrassed if you arrive in evening 
dress when a more casual attire is appropriate. 

Check the time allotted to you - pin your host down on this, but if in doubt be brief. 

Plan the speech. Use 5" x 3" cards or smaller if you wish notes, but consider how you are going to 
handle them. If in the hand, keep them small. If on the table, make sure that you can still read them. 
Number the cards, so that you are not lost if they get mixed or dropped. 

Check out the type of speech - it may have a message, but it will need humour  as that is what your 
audience will be looking for. 

Where will you speak from? Will you speak from your dinner place, or possibly at a separate 
microphone or lectern? Check whether you will be expected to use a microphone.  If so, who will 
adjust it to your height and switch it on for you?   

Things to avoid 
Don't be blue, someone is likely to be offended. 

Don't eat as much as usual, or drink as much. You will feel more comfortable when you speak. 

Don't deliver a speech that has little or no relevance to the Toast, no matter how funny it is. 

Don't tell long jokes.   Alcohol with food shortens the attention span. 

Don't go on too long. Make sure that you stop speaking before your audience stops listening. 

Some Good Ideas 
Keep an eye out for interesting cuttings in the newspapers. Using up to the minute information, or 
even reading a short extract can enhance a speech. 

Stick to the style of humour that suits your personality. Not everybody is a stand-up comic, and your 
audience will prefer the real you to a style which is visibly artificial. 

There is more to this speech than the funny story. Smiling eyes, a pleasant expression and friendly 
tone help create an enjoyable atmosphere and encourage audience response. 

Only on very rare occasions will you encounter a heckler, but if you do, keep calm, and quietly and 
politely ask them if you can continue, or deal with their interruption at the end. At all costs, keep 
your temper – your patience will be respected by your audience who will make their own 
disapproval of the heckler known.
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Evaluation C7 – The After Dinner Speech 
The speech must fulfil the requirements of the speaking task, entertaining the audience in an 

interesting and light manner, appropriate to the occasion. It should include successful discharge of 

the formalities, including the appropriate Salutation and Toasts. The Evaluator should carefully 

read the notes relative to this Assignment in this Guide.  

Give examples of strengths and weaknesses and suggestions for improvement as appropriate 

Speaker……………………………………………………………………..Date……………………… 

Title …………………………………………………………………………. Stated time…………….. 

Evaluator……………………………………………………………………. Actual Time……………. 

 

Points to note.   See also general points about previous skills overleaf 

Natural, Spontaneous 

Original, Flexible 

Appropriate to occasion 

Timing (length) 

Salutation 

Good taste 

Sensitive to audience 

'In jokes' understood 

Subject of joke not offended 

Not a string of jokes 

Recommendation :  Proceed to another exercise in the Advanced section ……………… 

Or:         Try this exercise again                               ……………… 

 

Evaluator’s Signature .……………………………………Club……………………………. Date…
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Evaluation C7  The After Dinner Speech 
 Did the speaker maintain an adequate standard in these previously practised skills? 

 

Making a Start 

Manner and poise; air of confidence 

Interesting content; mannerisms 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development 

Content quality; clarity of thought 

 

Mean What You Say 

Choice of subject; appropriateness 

Sincerity/conviction; persuasiveness 

Appeal to logic or emotion 

 

Using Gestures and Body Language 

Hands/Head/Whole Body 

Eye contact 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal  variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Audience Rapport 

Was an affinity with the audience established 

 

Additional Comments (points worthy of praise or requiring advice)
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Assignment C8   

The Written Speech 

Purpose 
This assignment provides an opportunity for a speaker to prepare and present a fully 
scripted speech. This ability is required when you must address an audience, with complete 
accuracy, in either leisure or business environments, with a presentation likely to be much 
longer than a normal club speech. Facts and figures or quotations may be part of your 
presentation, or your speech may need to be reported to a wider, critical audience. In any 
case, it could be vital that accuracy is assured. This assignment is not just a repetition of 
Assignment  A7, Use of Notes and Microphone 

How To Achieve It 
Remember that you are giving a speech, so all the requirements of Section A of this Guide 
should apply. In order to ensure good eye contact, you will need to write your speech in 
standard prose, avoiding long sentences, so that you can glance down and read a phrase 
quickly and easily. Prepare working notes by using highlighting, underlining or capital 
letters, and be sure that the size and style of writing you use is adequate for you to read in 
the level of lighting provided. 

Read your speech several times so that you become familiar with the content and position 
of each section, which will enable you to refer to your notes discreetly and naturally, at the 
end of phrases. Avoid learning the whole speech by heart as forgetfulness cannot be 
disguised so easily when accuracy is paramount.  

Prepare a copy of your full script for handing to your evaluator, who will be following the 
script as you deliver your speech. (See Note for Evaluator  overleaf) . 

Subject Matter  
The essence of this assignment is accuracy of delivery of a speech which is substantial in 
both length and content. You should, therefore, choose a subject which contains material 
such as quotations, facts and figures which must be accurately reported.  

Things to avoid 
Do not continually look down to read from your notes as you are speaking. You will lose 
rapport with your audience and their attention will wander.  

Do not use loose pages or papers which have been folded, as these can very easily float 
away from you or cause other distractions to your audience
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Some Good Ideas 
The layout of your writing should be determined to assist you in your presentation, by 
major indenting of sentences or statements, use of large type face, and at least double line 
spacing. 

Mark your script to remind you of emphasis, for example, indicate where gestures should 
be incorporated, or where changes in volume, pace and pitch would be appropriate. 

Number the pages or cards and ensure that they cannot get out of order if you accidentally 
drop them.  For example, use either a treasury tag to hold them, or put them into a 
transparent plastic folder, which can be used like a booklet. 

Note for the Evaluator  
Enlist someone else in the audience to read the script you have been given, to compare the 
speech as delivered with the script.   In this speech, you should expect the speaker to have 
good eye contact whilst maintaining a high degree of accuracy. 
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Evaluation C8   The Written Speech 
The presentation of a fully scripted speech which requires accuracy in the specific words and 

content delivered. This may be due to use of quotations, factual information or the need to retain 

the exact wording of a pre-prepared text.  The Evaluator should carefully read  the notes relative 

to this Assignment  

Give examples of strengths and weaknesses and suggestions for improvement as appropriate 

Speaker……………………………………………………………………..Date……………………… 

Title …………………………………………………………………………. Stated time…………….. 

Evaluator……………………………………………………………………. Actual Time……………. 

 

Points to note - see general points about previous skills overleaf     

   

Need for scripting 

Adherence to Script 

Layout of script 

Expressive delivery 

Audience Contact 

Recommendation :  Proceed to another exercise in the Advanced section ……………… 

Or:         Try this exercise again                               ……………… 

 

Evaluator’s Signature .……………………………………Club……………………………. Date…………….
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Evaluation  C8 – The Written Speech 

Did the speaker maintain an adequate standard in these previously practised skills? 

 

Making a Start 

Manner and poise; air of confidence 

Interesting content; mannerisms 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development 

Content quality; clarity of thought 

 

Mean What You Say 

Choice of subject; appropriateness 

Sincerity/conviction; persuasiveness 

Appeal to logic or emotion 

 

Using Gestures and Body Language 

Hands/Head/Whole Body 

Eye contact 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal  variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Audience Rapport 

Was an affinity with the audience established 

 

Additional Comments (points worthy of praise or requiring advice 
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Memory Aids 

In preparation for Assignment C9 
To many people, speaking for seven or eight minutes without notes may seem a formidable 

undertaking. However, with some guidance, everyone can deliver an excellent speech with no use of 

notes. 

Making a speech without notes should be encouraged as soon as possible. Assignment A3 –Mean 

What You Say lends itself to this approach, as it should concern subjects which are very well known 

to or strongly felt by the speaker. 

Progressing through Section A of this Guide, speeches may be written out fully to ensure that you 

are fulfilling the requirements found under the headings of Construction and Vocabulary and Word 

Pictures. However, there is a time when a move should be made towards speaking without notes 

again.  

The assignments have encouraged speakers to maintain eye contact and not read the speech, 

thereby building rapport with the audience. This will be much easier if speaking without notes.  

A store of information well in excess of that required for the actual performance should be gathered 

together. This way the major hurdle when speaking without notes, i.e. forgetting the speech, is 

overcome.  

It is a good idea to memorise the opening sentences and closing remarks in the usual way. It is 

essential that all speeches have an arresting opening and a clear conclusion. 

There are many published memory systems which can be used by speakers.  The following might be 

found useful. 

Memory - How It Works 

 Many people claim to have a poor memory but  most people have good memories if they are used 

properly.  

Memory works by association. Link two things together and when seeing or hearing one of these 

objects or items,  the other will be immediately recalled.  Mr Duffle would of course be associated 

with a duffle coat. 

Vividness, action and enlargement will strengthen these associations.  For example, imagine Mr 

Duffle struggling with an over large duffle coat and pulling ridiculously large wooden buttons 

through the button-holes. This picture will be remembered every time he is seen and hence his 

name will always be remembered.  Similarly, all the pictures can be linked  together into a speech
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Example  

Speaking to a group on 'Safety at Work'. the speech could be planned as follows: 

Exposition  Accidents don't happen, they are caused! 

Development Causes are fatigue, misjudgement, carelessness. 

Conclusion  Prevention is better than cure. 

Consider the exposition and assume these are  ideas. 

a) A worker moving an obstruction from a machine without stopping the motor, injures a hand. 
Cost to company £3000. 

b) A worker's protective goggles steam up, so he removes them, and while he is doing this a 
particle enters his eye and causes serious injury. The company is awaiting the decision of the court. 

These two opening anecdotes  are word pictures and it is possible to form much of the speech in this 

way. Visualise worker  A pulling out the injured hand and punching worker  B  in the eye. This simple 

association cannot be forgotten easily. Now link worker  B  in the same way with the next word 

picture.  

It may be felt that the above example illustrates a very laborious way to remember something.  In 

fact it is very simple.  

Mnemonics and Acronyms 

A mnemonic is another useful memory aid.  Memorise a sequence of the first letters of  speech 

headings. 

For example: 

e.g. History of  subject 

 Scope of  subject 

 Future of  subject 

The first letter of each heading - HSF - will be easily remembered. This combined with extensive 

background knowledge allows complete flexibility, which reduces the need to remember the exact 

words to be used.  Enough experience will have been gained to develop the three or so sections as if 

each was a Topic. 

An acronym is another form of mnemonic where the first letter of each word to be remembered 

make another word. For example, we could adapt the above to read:  

 H  - History 

 A  - Aspects 

 T  - Thoughts of the future 

Relate numbers to physical things, for example, 22 miles of cabling installed in a building could be 

remembered as the distance from Dover to Calais.
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Diagrammatic Memory 
Some people find it easier to remember diagrams than words or rhymes. Thinking of the layout of a 

clock face might be helpful, with headings from the speech attached to each numeral.  Imagine 

instead a wheel with spokes each of which can hold a key phrase of the speech. 

Simple Memory Training 
1. Select a car number of a neighbour or colleague one morning then try and recall it later that 

day. Too easy? Then try glancing at the number of the car nearest  the next time you park 
your car. Try to remember the number one hour later when you are returning to the car, or 
even the following day. 

2.  Train yourself to remember all the telephone numbers you use regularly. 

3. Memorise a playing card at breakfast time and recall it at bedtime. Continue to memorise a 
different card each day and recall each day‘s card at bedtime. After a week or so extra effort 
will be required to remember the cards from every day.  

If you are still doubtful of your ability to speak without notes, prepare a two-minute speech and tell 

the other club members what you are doing and why.  At following meetings, advance through to 

three-minute and four-minute prepared speeches. 
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Assignment C9 

Speaking Without Notes 

Purpose 
The aim of this assignment is to develop ability and confidence to speak to an audience 
without using notes yet still give a well-constructed and effective speech. The most 
successful speech is the one in which the speaker and the audience complement each 
other. This rapport can be achieved by the skilful speaker who takes the time to prepare 
and rehearse the speech well in advance of the assignment but who has not necessarily 
learnt the speech by heart. Here is an excellent opportunity to develop the use of the 
pause.  

How To Achieve It 
Reflect upon the times you have prepared your talks so well that your notes have proved 
superfluous. Consider your contributions to the Topics sessions you have taken part in, 
especially those when you could have spoken for a lot longer than the allotted time of two 
minutes.  You will soon realise that a speech completely without notes is well within your 
scope. 

This speech should be of a length where it would be impracticable to learn it word for 
word. As with all speeches, you should aim to incorporate all the speaking techniques you 
have learnt in your progress towards the Showpiece and also read again the advice in 
Section C1 – Impromptu Speaking  

You may find it useful to practise your speech from fully written out notes in the early 
stages but it is advisable to reduce it to headings gradually and then to do away with those 
headings eventually.  

Subject Matter  
It will be advantageous to select a subject of which you have particular knowledge or 
strongly held feelings, perhaps associated with your occupation or a hobby.  A subject with 
a built-in sequence or inherent progression, without its being simply a story, would be 
helpful for your memory. 

Things to avoid 
Do not try to memorise every word in the script as there is always the chance that you may 
forget a rehearsed word, phrase or sentence during the delivery and be  unable to resume 
your speech until the specific forgotten piece is recalled.  Standing in front of an audience 
is not the best place to try and recall a forgotten word, phrase or sentence. 

At some time you may have to research supporting data for your speech but it is 
recommended that statistics and quantities be kept to a minimum. 
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Evaluation C9 - Speaking Without Notes 
The delivery of a full length prepared speech without any notes.The Evaluator should carefully 

read  the notes relative to this assignment in this  Guide 

Give examples of strengths and weaknesses and suggestions for improvement as appropriate 

 

Speaker……………………………………………………………………..Date……………………… 

Title …………………………………………………………………………. Stated time…………….. 

Evaluator……………………………………………………………………. Actual Time……………. 

 

 

   

Points to note  See also general points about previous skills overleaf 

 

Confidence 

Fluency 

Familiarity with Content 

Timing 

 

 

Recommendation :  Proceed to another exercise in the Advanced section ……………… 

Or:         Try this exercise again                               ……………… 

 

Evaluator’s Signature .……………………………………Club……………………………. Date……………. 
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Evaluation C9 - Speaking without Notes 
(Did the speaker maintain an adequate standard in these  previously practised skills?) 

Making a Start 

Manner and poise; air of confidence 

Interesting content; mannerisms 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development 

Content quality; clarity of thought 

 

Mean What You Say 

Choice of subject; appropriateness 

Sincerity/conviction; persuasiveness 

Appeal to logic or emotion 

 

Using Gestures and Body Language 

Hands/Head/Whole Body 

Eye contact 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal  variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively? 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural. 

 

Audience Rapport 

Was an affinity with the audience established 

 

Additional Comments (points worthy of praise or requiring advice)
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Assignment C10 

Further Challenges 
(with acknowledgement to Bury St Edmunds Speakers Club) 

Purpose 

The following ideas may be used by club Education Directors within the club environment, to 

challenge speakers who have progressed through both Sections A and C. All of these assignments 

should be to  Showpiece  standards ,incorporating all the techniques of speech delivery learnt in 

Section A. Unless otherwise stated, they should be between six and ten minutes in length. Senior 

speakers have a wealth of knowledge and experience, which clubs can and should benefit from and 

all speakers appreciate the value of practice. These ideas will help to stimulate club members of all 

levels of experience, whether they are progressing through them or listening as members of the 

audience. 
No specific Evaluation Sheets are provided but the Universal Evaluation Sheet would be appropriate. 

 

The Researched Speech                 (Max 15 Minutes) 

The Club Education Director will select a topic suitable for research and delivery as a speech, the 

content of which the speaker is not familiar with. The speaker must then research and present a 

prepared speech on the subject, person or event chosen for them. Maintaining the interest of the 

audience for this period of time should be paramount. A timescale for this research should be 

agreed at the start. 

Story - Telling                           
This is an exercise in imagination and story-telling. This is an opportunity to be creative in conveying 

a message which is educational, entertaining, or instils moral values.  The Speaker will be asked to 

give a short story which must be fiction, although it could be based on a real event.  The type of 

story should be stipulated, for example, romance, thriller, tragedy. The story must have the 

attributes of a speech, and the evaluator will be looking at construction and timing. The Speaker 

should be inventive in setting the scene and the atmosphere which will enrapture the audience 

whilst they listen to a tantalising tale.  Successful storytelling appeals to the senses therefore a list of 

dry facts should be avoided. 

 The task can either be prepared for the evening, or it could be impromptu, at the discretion of the 

Education Director. 

The Critique or Review                                   
Two weeks before the speech, the Education Director will select a television programme which must 

be viewed both by the speaker and the proposed evaluator. The speaker should then deliver a 

speech describing and critically reviewing the programme, as though the audience had not seen it. 

This assignment is intended to improve evaluative and analytical skills, including listening, précis and 

explanation. It is an excellent opportunity to broaden the skill of evaluating the evaluator. 
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The Balanced Argument                                 
The speaker should select a subject which is capable of being viewed in more than one way, and 

should present it in a balanced, neutral manner to the audience, covering points for and against the 

proposition in a coherent manner.  The evaluator will judge whether the speaker has been equally 

penetrating in presenting the views on both sides of the argument. The aim is to inform the 

audience fully and fairly, without letting the speaker‘s personal preference show through. It is an 

excellent test of objective analysis. 

The Speech With Discussion                               Allow 10 min for discussion 
The speaker should deliver a (preferably) controversial argument of normal speech length and then 

take part in a chaired discussion on the speech.  The audience should address questions to the 

speaker through the chair.  The evaluator will look for a persuasive argument in the initial speech 

with a lively and intelligent response to the questions. The opportunity will also test the chairing  

skills, in both repeating (and paraphrasing where necessary) the question back to the speaker and in 

controlling the (lively) audience.  The audience in turn should practise listening skills and their ability 

to compose probing questions designed to preclude one word answers. The Chair should point out 

the audience’s part in the exercise when introducing the speaker. 

Speech With Audio Aids       
This speech moves beyond the concept of using Presentation Aids to the incorporation of audio 

material. The audio content may be speech, music, noises, and could be audio alone or could include 

DVD images and the use of PowerPoint or other presentation software  could be useful here. The 

task is to include the audio material into the speech without disrupting the flow and continuity of 

the speech. The speaker must talk with or around the audio inserts but not in conflict with them. 

Evaluators will look at how complementary the audio material is to the quality of the delivered 

speech. 

The Educative Speech     (10 - 15 minutes) 
This assignment should only be attempted by speakers whom the Education Director feels have the 

necessary skills and knowledge to be instructive to the audience. The Education Director, in 

agreement with the speaker, should select a theme of speaking, such as Gestures or Chairing, and 

deliver an instructive commentary, illustrated by speaking examples, on how the audience might 

further improve their skills in this field. This could even be used as a workshop session. 

The Special Assignment      (as dictated by the Education Director) 

The speaker should be given the time, title and focus of the speech by the Education Director. The 

focus should be one of the speaking techniques in Section 'A' of The Speakers Guide such as 

Gestures. The speaker should then deliver a speech to the given title, with all the attributes of a 

Showpiece and with particular emphasis on the given focus. It could usefully help a speaker to hone 

some less successful skills
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C11 - More Assignments 

(with acknowledgement to Mike Douse) 

These additional assignments are aimed at earnestly challenging those who attempt them, while 
educating and entertaining the audiences that witness those attempts. Clubs may decide when and 
how to incorporate them into their programmes, just as members and Education Officers should 
determine who should undertake a particular assignment at a specific stage. 
 
One problem has been that members, once they have gone through the carefully-structured set of 
speech assignments from A1 to A10, and having then successfully completed (a) all of the necessary 
mandatory and (b) sufficient of the voluntary assignments to gain the Advanced Certificate, lack any 
clear ASC-endorsed route forwards.  Certainly, they may attempt any of the Advanced assignments 
that were not included in their chosen options or undertake other challenging activities which are 
included in this Guide such as debates of different kinds, prescription speaking, and dealing with 
heckling. 
      
So this set of further encounters responds in a sense to that shortcoming. However, it is also aimed 
at achieving a set of challenges reflecting all of the high-quality speaking, chairing, communicating 
and evaluating competencies. The intention is to mirror the skills that people join Speakers Clubs in 
order to acquire and, hopefully, to perfect: writing and telling a story, for instance, or conducting an 
interview with a difficult subject, or leading a group discussion, or communication related to 
contemporary ICT, or meeting today’s workplace challenges involving speaking et cetera, et cetera, 
et cetera.  
 
Thus, while some of these assignments may be of particular interest to members holding the ASC’s 
Advanced Certificate, neither could there be nor should there be any restriction on how these 
entertaining and challenging assignments are applied. Clubs and members must decide.  Hopefully, 
this section will offer suggestions that will be imaginatively adapted to local circumstances.  In other 
words, these assignments may be adapted at will, just as they may be attempted by any member at 
any stage. It is hoped that they will be of value both to those who attempt them and to the 
audiences that attend those attempts  
 
A NOTE TO EVALUATORS 

For these assignments, speakers should possess and demonstrate all of the public speaking skills 

covered in ASC’s Basic and Advanced Certificates, including speech construction, body language, the 

use (or non-use) of notes, humour, audience rapport, impromptu speaking, evaluating and much 

besides  It is anticipated that all of these skills will be on display when post-Advanced speakers 

attempt the assignments herein  Wherever this is not the case, Evaluators should sensitively draw 

attention to those deficiencies, offering practical advice and encouragement in the usual way   

In addition to those general requirements, each particular assignment has some specific requisites, 

and some of these are suggested within each of the sections below  Essentially, the Evaluator should 

think about what it is that the Speaker is required to achieve in each assignment, consider how well 

this has been accomplished, praise the aspects that have worked (and the overall attempt), and 

offer constructive guidance in relation to those elements where less than complete success has been 

obtained. 
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In other words, as with all evaluations, the Evaluator of any of these assignments should prepare, 

listen and watch, praise, advise, keep within the time limit and contribute generally to the 

entertainment and public speaking development of all of those present   

It is suggested that, with each of these assignments, there should be no ‘proceed’ or ‘try again’ 

recommendation: it should simply be recorded by the Education Officer that this specific Speaker 

has undertaken that particular assignment.  

C11.1 BREAKING NEWS 

You are a radio or television reporter and have been given a 6- to 8-minute slot during prime time 

news.  You have just witnessed one of the turning-points of history – Hastings in 1066, for example, 

or Cortés’ defeat of Montezuma in 1519, or the appointment of the world’s first female cabinet 

minister in 1924  Choose your event carefully and report it creatively.  Your task is to describe and 

explain what has happened, how and why, and what the implications may be, to the listening or 

watching world (some of whom may have relatives involved in the action, while others will just be 

waiting for the football results)  After your first few minutes, the Chair or some other nominated 

person (‘in the studio’) will ask you three or four questions, to be answered clearly and succinctly, 

without confusing or losing your audience  Sign off with “This is Cynthia Ferret reporting from 

Gettysburg for CMSC”, the initials being those of your Club, the name being your own  

The Evaluator will consider whether your report was interesting and well-balanced  Would viewers 

and listeners have gained an understanding of the background, the event itself, and the likely 

consequences? Were you equally fair to the differing viewpoints and participants? Did you make the 

mistake of using some item of information that was not known at the time?  

C11.2 LEADING A LIVELY DISCUSSION 

Your role is that of introducing the issue (2 minutes), leading a discussion on that issue (6-10 

minutes) and summing up that discussion (2 minutes)  Choose a topic that will be of interest to your 

audience and which will engender more than one point of view [but which will not lead to a vulgar 

brawl…]  Present it in such a way that the listeners are stimulated to contribute  Attempt to balance 

the numbers speaking ‘for’ and ‘against’  Encourage them to respond to earlier points as well as 

introducing new ideas. Cut off speeches that last ‘too long’ (that you must decide). In your summing-

up, set out the main points that have been made for and against, relate that discussion to your 

opening remarks, present your own well-balanced conclusion, and thank all participants. A vote is 

not obligatory (here again, you should decide).  

 

The Evaluator will consider whether this was a stimulating and well-informed discussion and within 

that broader context will consider the issue selected; whether it lent itself to a balanced exchange of 

opinions – and the quality and fairness of the initial presentation, the summing-up and the handling 

of the discussion.    
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C11.3. A FAMOUS SPEAKER’S SECRETS 

The challenge is to explain to the audience how a well-known speaker – an actual historical figure – 

went about preparing  speeches and honing their oratorical skills. Information is readily available in 

autobiographies (Donald Soper’s for instance or Barbara Castle’s), in biographies (Michael Foot’s 

Bevan, for example), in novels (Harris’ Imperium on Cicero, for example, or Disraeli’s Sybil), and 

through the Internet. Do not rule out speakers whom you do not admire (such as George Galloway 

or Winston Churchill, for instance) or even those whom the whole world despises (let’s face it, Hitler 

certainly achieved audience rapport, although his right-handed gestures were a bit repetitive). Use 

the opportunity to analyse how the chosen speaker developed a technique that worked for her or 

him and, of course, illustrate this with extracts from some actual speeches, imitating the voice (but 

not speaking in Latin) wherever possible. 

 

The Evaluator should, in particular, assess whether the lessons to be learned from the description 

and analysis of this famous speaker’s approach have been communicated to the audience in a clear, 

convincing and entertaining manner.   

 

Politics and Religion 

A word of warning. For good reasons, the ASC prohibits speeches that are no more than political 

polemics or religious rants. However, the precise interpretation of this decree requires the 

application of a liberal sprinkling of common sense. Just about every subject worth tackling has 

some political and, depending upon interpretation, some religious subtext. Speakers Clubs are adult, 

tolerant assemblies. While members may not respond well to, say, a call to join a particular political 

Party or to embrace a specific Sect (especially if that involves going somewhere else or staying at 

home praying on Club evenings), there is every likelihood that a thoughtful, passionate speech on 

just about any issue (age-old or contemporary) will be well-received 

 

C11.4. WHOSE  PRESCRIPTION? 

 

Prescription Speaking is dealt with at the end of Section A, above, and focuses upon the speaker’s 

clear intention regarding the speech’s “subject, broad purpose and objective” as well as the extent 

to which it “brings about changes in the minds of the audience” who votes at the end to decide 

whether the set objective was actually achieved. This assignment may be regarded as akin to a 

repeat prescription but with the audience rather than the Speaker determining the objective. The 

Speaker prepares for a speech within a particular subject area – such as ‘Crossword Puzzles’. Then, 

at the start of the meeting, the Chair or Education Officer asks members of the audience to indicate 

what they would  want to learn from this particular speech. [This could be in writing or a two-minute 

discussion, for example.] A small set of specific objectives is derived – for instance ‘How did 
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Crossword Puzzles originate?’ and ‘What’s the best way to get started?’ and ‘Is being good at 

Crosswords an indication of high intelligence?’). The Speaker now has the task of re-structuring the 

generally prepared speech around these particular goals. A strong speaker might be required to 

begin at once (6 to 8 minutes) while a less experienced one might be given preparation time and, for 

instance, be called upon immediately after the interval. 

As with Prescription Speaking itself, the audience may be asked to vote on whether the objectives 

were achieved. An Evaluator might assess the speech as a speech while the General Evaluator might 

look at the overall process.              

 

C11.5 YOU’RE DELIVERING MY SPEECH!  

Two members each prepare notes for a 6-8 minute speech – their subjects should differ. The notes 

are then exchanged and, after some time (15 minutes maximum) for preparation, member A delivers 

the speech prepared by B, and vice versa. The notes must be clearly written, they should be notes 

rather than sentences, and no more than 2 pages in length. Each should stick closely to the prepared 

notes although, inevitably, both will improvise around the words before them. For example, that 

part of a note that says: 

   ROMANS  REFLECTIONS  POOLS  WATER    

  GLIMPSE  SOUL  BREAK MIRROR  7 YEARS    

might be rendered as: 

“Do you know why breaking a mirror is said to lead to seven years bad luck? Well, it all 

goes back to the Ancient Romans. In those times, reflections were seen mostly in pools 

of water – there weren‘t that many mirrors around. And custom had it that, when 

seeing your reflection, you were seeing a glimpse of your soul. So, if someone muddied 

up the waters, if someone was a stirrer, then they were shocking your soul, and that 

was unlucky. And from that classical origin derives our superstition regarding shattered 

mirrors. Seven year bad luck!”     

Of course, each of the Speakers will recognise the need to prepare notes that their 

partners in oratory will understand – discussions between them should not occur: they 

should just exchange silently their comprehensible notes. 

 

The Evaluator should simply assess each speech in the usual manner. The two Speakers should then 

have an opportunity to state what each found particularly challenging, what each felt about the 

other’s delivery of ‘their’ speech, and what each has learned from the experience.   
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C11.6 “OBVIOUSLY” 

Unless and until they join Speakers Clubs, many sports people come over as, let us say, articulatory 

deprived (bless them!). The Speaker’s task is to conduct a 6-8 minute interview with an 

unforthcoming (for instance) footballer who tends to reply in uncommunicative monosyllables. This 

role will be taken by another Club member who will act (entirely out of character) as if tongue-tied, 

albeit with quite a lot of interesting insider information and ideas, if only that could be elicited 

through cunning questioning and a sympathetic style. 

The Evaluator will assess whether the interview worked – would viewers/listeners have continued to 

pay attention – and the subtlety with which the subject’s sporting specialist standpoint was struck.    

 

C11.7 THE PROVOCATIVE TWO-PARTER 

Having selected a controversial subject, the Speaker has two sessions, each of 3-5 minutes. In which 

firstly, to present a particular point of view (for example, that the speed limit should be reduced to 

50 mph nationwide, or that MPs should be chosen by lot, or that two years of national military 

service should be introduced for all young men and women – the more controversial the better1 

although the Speaker certainly does not have to believe it). The audience is then given an 

opportunity to comment – facilitated by the meeting Chair. In the Speaker’s second session  all the 

audience’s comments and queries are dealt with and an overall conclusion is delivered. 

In addition to applying the customary speech criteria, the Evaluator will consider the effectiveness 

with which comments were dealt with and questions answered, and whether those responses were 

seamlessly woven into a coherent second speech. Ultimately, the question is the extent to which a 

controversial viewpoint was presented convincingly.          

C11.8 THE CRITICISM 

The Education Officer and the Speaker should agree on the play, film, TV or radio programme, rock 

concert, bridal exhibition, book, magazine article, website, podcast, blog, etching or other creative 

entity2 to be assessed and this should be made known to members in advance. The Speaker sees (or 

reads or otherwise participates in) it and prepares and delivers a 6-8 minute critical review. This 

should be an entertaining and well-delivered presentation, outlining the story (without revealing the 

ending) or describing the item under review, commenting (with examples) on the extent to whether 

it achieved its aims, and making constructive suggestions (with illustrations) as to how it could have 

been done better. Clearly, the structure and emphases of the criticism will vary from medium to 

medium: thoughts on, for instance, a ballet would require a differing composition to, say, comments 

 
1  The 200 subjects in the Debating Section may offer possible subjects – especially if exaggerated (e.g. 

‘That the death penalty should be restored’ becomes ‘The death penalty should be enforced for all crimes of 

violence or where guns are used’ or ‘That decent people do not hunt’ becomes ‘Those who hunt with hounds 

should themselves be hounded’ et cetera).  

 
2  While only one Criticism should be undertaken in any year, different kinds of events or entities may be 

criticised in different years (7a: an orchestral recital during 2017; 7b: a James Bond film in 2018; 7c: a new 

television chat show in 2019 et cetera) 
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on new local newspaper – and there is no harm in revealing the ending to, for example, Macbeth 

(but never say the name).     

The Evaluator (who may but need not have encountered the entity being criticised) will consider 

whether the descriptions, assessments and suggestions were clear, fair and convincing. Was the 

judgement well-balanced, were the criticisms justified and were the proposed improvements 

persuasive – and, as always, was the presentation enjoyable? 

C11.9 I HEAR YOU CALLING ME 

This offers the Speaker a chance to demonstrate good telephone techniques, as well as patience, 

sales techniques and other relevant virtues. Three audience members are angry and/or bewildered 

customers of, let us say, a gas or electricity supplier (such things happen!). The Speaker has to deal 

in turn with each of them politely and efficiently, and all three calls within 10 minutes without being 

unduly unseemly. In each case, all that can be offered is an apology and a promise that their 

complaints will be looked into carefully and dealt with fairly, names and post codes will need to be 

recorded. For this to work, those involved should not have outlandish or amusing complaints but 

realistic ones such as unexplained surcharges on their bill, the failure of a repairer to arrive as 

scheduled, or “I have been waiting for 20 minutes and all I want to do is ask for direct debit 

details…”. If feasible, a telephone situation may be simulated.         

The Evaluator will focus on whether each caller was dealt with “politely and efficiently” and all of the 

necessary information recorded clearly within the stipulated ten minutes 

C11.10 LIES, DAMNED LIES AND **A*I**I** 

This assignment involves a 6-8 minute statistical-laden presentation, supported by diagram, graphs, 

pie-charts, histograms and suchlike. The Speaker may choose the subject [‘Strip colours and the 

relative success of premiership football teams, 2006-16’… ‘Leisure activities of Welsh teenagers, 

1960 and today’… ‘Demography, immigration and employment in South-East England’…] and may 

even carry out some original research in their specialist field, be it psephology, Sinology or socio-

economics. However, at least five different kinds of statistical presentation should be utilised and 

the end result should be a better-informed audience who, hopefully, have enjoyed a vividly-

illustrated numerical banquet. 

The comments in the Speakers Guide related to the evaluation of ‘C3 – Use of Presentation Aids’ are 

relevant here, although there is now a particular requirement for the effective presentation of 

complex data in an entertaining and persuasive manner. 
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C11.11 A TOUCH OF IRONY 

‘Irony’ comes from the Greek eironeia (a dissembler) and refers to a discourse wherein the intended 

meaning is the opposite of that expressed. Suppose that your boss has been transferred and you 

have been asked to make a presentation (a cuckoo clock, say, as well as a 6-8 minutes speech). This 

person has treated you and your comrades terribly over the years and this is your chance to get 

even. However, you must not say anything that could lead to disciplinary or, indeed, legal action. 

Ostensibly you are praising the departing chief but in reality – known to everyone else present – you 

are disparaging her or him to death.  

The Evaluator will assess whether the central objective has been achieved: a leave-taking superior 

believing that a paean of praise has been presented (along with the timepiece) and everyone else 

sharing in the joke at their unpopular ex-boss’s expense.   

C11.12 THE THREE-TOPIC IMPROMPTU 

This exercise takes the challenge of the unprepared speech still further. As the speaker arrives at the 

rostrum, three topics are revealed to all present. For example 

Blackpool Rock 

A Breath of Fresh Air 

The Last Bus Home 

The task is to deliver an effective 6-8 minute speech which, in a seamlessly integrated manner, deals 

with all three issues. As it proceeds, more and more linkages between them should become 

apparent so that, by the concluding sentences, the basic message is coherent and unitary.  

Evaluators will be looking for a performance which, while fulfilling all the requirements of a good 

speech, deals effectively with the three-fold subject. In particular, it should not be a three-part 

presentation but, rather, should deal with the three ideas in combination so that it is perceived by 

the audience as the one lucid single theme speech.   



© ASC 2014                                                                                                                                          158 

C11.13 ROUTINE ANNOUNCEMENTS 

This assignment is based upon the effective delivery of the actual Club announcements on a 

particular evening – the kind that are made at every meeting (see E2 and E3 in this Guide). Suppose 

that information has to be shared with those present regarding each of the following, as effectively 

as possible, within the time limits of a normal speech (6-8 minutes): 

• Annual subscriptions – to be paid before a specific date; 

• Entries to the Evaluation contest – to be received before a specified date; 

• Details of the forthcoming Area AGM; 

• Copies of The Speaker magazine – these have been distributed by the National Secretary: have 
all members received them? 

• Experienced members are invited to a District-level ‘Speaker Educators’ Workshop; 

• The University has asked us to provide a judge for their Inter-Faculty Debate; and   

• Details of the next regular meeting.   
 

[The General Evaluator should normally look at this aspect of each meeting.] The Evaluator will, 

noting that these were the actual announcements and not made up for the occasion, assess whether 

the information has been communicated in an accurate, effective and enjoyable manner. Audience 

response will be noted: were volunteers forthcoming, for instance, and were the needs of new 

members and visitors adequately catered for? 

 

C11.14 STAND UP, COMEDIAN! 

Using no notes, the Speaker should fill 6-8 minutes with suitable jokes of her/his own choosing. This 

is not as easy as it at first appears – professional comedians have practised for decades in order to 

appear spontaneous. As far as possible, the jokes should be unfamiliar to the audience and, of 

course, no-one present should be offended, bored or bewildered. 

The Evaluator will assess the extent to which the comedy routine worked. Was the timing (of each 

joke) effective? Was there an easy continuity? Was there laughter? Were there groans? Was the 

applause genuine?  

C11.15 I’M APPEALING 

This assignment comprises a 6-8 minute call for contributions to a worthy cause of the Speaker’s 

choosing. The work and reputation of the selected charity should be described and the needs of 

those whom it assists depicted. There is no reason why this should not be for real but, if so, it is 

suggested that audience members be asked for no more than a nominal amount (a maximum of 

£1.00 each, let us say) during the meeting3. The Evaluator will look for a balanced and persuasive 

presentation, justifying the call for support and convincing those present that this is a cause 

deserving of their support.   

 
3  An alternative assignment (let us refer to it as C24b) would involve soliciting funds for an imaginary 

good cause, such as the ‘Kamikaze Veterans Association’ or the ‘Secure Havens for Bewildered Ex-Evaluators’. 

Any donations received as a result of that kind of appeal should, however, be transferred immediately to the 

ASC account, details of which may be obtained from the Hon. Treasurer at national.treasurer@the-asc.org.uk 
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C11.16 INSPIRING THE COMING GENERATION 

You have been invited to speak to Morning Assembly at the local Secondary School: “400 teenagers, 

about 7 minutes please, nothing too political or religious, try to inspire them!” While in reality you 

will be speaking at the normal Club meeting, you should do so as if four hundred expectant faces are 

looking up at you – this is your opportunity to bring something new and good into each of their lives. 

Decide upon an appropriate theme, along with some suitable illustrations, geared to the interests of 

today’s youngsters. Above all, be honest and do not try to make them believe or behave in ways to 

which you are not genuinely committed, for they will see through this straight away.    

The Evaluator should, as far as feasible, assess this presentation from the perspective of typical 

teenage students: would it have grabbed and kept their attention, would they have taken it 

seriously, were there any parts that might have embarrassed, shocked or confused them, would they 

have enjoyed it and also have been moved by it – would it, in fact, have inspired them and to what 

lasting effect?  

 

C11.17 ME AND MY WEBSITE 

Increasing numbers of club members have their own websites for personal or business reasons. This 

assignment involves the creation of a presentation by the Speaker on her/his website, this being 

accessed by club members (including the Evaluator), and the members then discussing the 

presentation at a normal club meeting. The presentation itself should be an integral part of the 

website: if the member is a politician, for example, it would be related to politics;  that of a freelance 

photographer,  ballroom dancing teacher or speechwriter  would describe the services offered. At 

the club meeting the speaker will explain the objectives of the presentation, in the wider context of 

the aims of the website itself. Members who have visited it will have an opportunity to ask questions 

and make suggestions, to which the member will respond: the explanation at the Club meeting 

together with the discussion should occupy no more than 10 minutes. 

 
The Evaluator will assess the effectiveness of the presentation on the website, applying the usual 

criteria regarding speeches but allowing for the specific context, and taking full account of the points 

made at the subsequent Club meeting. As website presentations will become increasingly 

widespread and significant, arrangements should be made – wherever possible – for all members to 

access the website in question, including those (especially those) who have never encountered a 

computer.   
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C11.18 I’M THE BEST MAN4 

Quite simply, this is the key Wedding Breakfast speech, delivered to Club members and lasting for 

between 6-8 minutes. The Education Officer will provide the Speaker, well in advance, with outline 

details of the imaginary bride, groom, key relatives and other pertinent information, including some 

confidential matters about which sensitively constructed jokes may be constructed. Here is an 

opportunity for a little bit of teasing, for some appropriate humour, and for a smattering of sincerity. 

Club members present should endeavour to act and react in the likely manner of a Wedding 

Breakfast audience, within reason. All should join in the toast. [There are numerous books on 

wedding speeches and the Best Man’s role – perhaps they should be skimmed through in bookshops 

rather than invested in and studied. Club members should have achieved sufficient generic 

competence and confidence to turn their voice to particular challenges of this nature without 

specific coaching.]     

It is suggested that, as the Speaker is likely to be male (although conventions may well be broken) 

the Evaluator might well be of the opposite gender (especially difficult in single-sex Clubs) and might 

even present the evaluation from the perspective of the Bride or, indeed, the Bride’s Mother. In any 

case, the key criterion is whether the speech was entertaining and appropriate. Was it delivered 

with confidence and did it effectively combine good humour with genuine sincerity – and would a 

Wedding Breakfast audience have responded with gusto and enthusiasm?    

 

C11.19 KEEPING IT IN THE FAMILY 

This is a topics session based around a wedding reception (see C27, above, for the conventional 

version). Each speaker is given a role (bride, groom, best man, father of the bride, mother in law and 

so forth). However, to spice it up a bit, each is given additional information as they  walk up to the 

lectern. For example, the best man really fancied the bride, the mother of the bride didn't think her 

new son in law was good enough, the bride’s father didn't like the mother in law and the bride was 3 

months pregnant. The topics chair acts as MC and runs it as a Wedding Breakfast with those 

speaking interacting,  if they wish, with those who had spoken before. Perhaps the participants 

might sit around a table out at the front, either standing up to speak instead of going to the lectern. 

 Although snide comments between those at the table are allowable, physical violence should not be 

descended into. 

Possibly this event would be dealt with by the General Evaluator depending upon how much of the 

meeting’s time was taken up (the Club that first tried this out allowed about 45 minutes for it, 

suggesting 10 or more participants). 

 
4  One of the optional Advanced Certificate assignments is the ‘Speech for Special Occasions’. If that 

option was included, that specific occasion (wedding, funeral, after-dinner…) should not be replicated. 



© ASC 2014                                                                                                                                          161 

C11.20 YEW ORL’ ROIGHT THERE, BOR? 

Dialect English may be dying – here is a chance to revitalise it. In order to do so, you will need to be 

able to prepare and deliver a speech in the words and pronunciation of your great-great-

grandparents, or as close as you can make it.  

Not everyone will be able to do this but, for those who can, whether their forebears hailed from a 

parish in Wessex or a croft in Uist, or a hamlet near Stratford-upon Avon [or indeed a cabin in the 

Caribbean or a station in the Australian outback] it should be an entertaining and educational 

experience for all concerned. 6-8 minutes should be enough (if not too much!). Here is some extracts 

from one such speech5: 

“Orl roight, hid Stifler un you blooks do you ope yer lugs... Faast ter friz, then ter snew, 

then ter thew, and then that taanned roight round an' friz all oover agin... Less bara yer 

mar, then Oi cen git gorn on moi grarss... Thass a rummun inta? Dew yew lissen hare... 

Them as ax dornt git and them as dornt ax, dornt wan... Oi spook ter you an hent done 

too bad. Maybe that do, an' maybe that dornt…” 

The Evaluator – and the audience – should be able to follow the speech (apart from the odd word 

here and there) as, otherwise, communication (vital to the art we all practise) would be absent. 

However, credit should be given for research leading to a genuine rendition that informs as well as 

entertains the audience. [Perhaps this assignment should be immediately before the coffee break so 

that informal ‘translations’ may be offered to younger members or to those from outside the 

locality.] 

C11.21 HERE IS WHERE YOU SHOULD HOLIDAY 

The Speaker’s task here is to act as the Public Relations person for a particular holiday resort or 

experience, telling the audience why they should go trekking in Nepal, or cruise to Spitzbergen, or 

travel Transylvania by caravan, or go birdwatching in Madagascar: visual aids may but need not be 

used. After 4 minutes, there is a pause for at least a similar length of time while as many members of 

the audience as possible ask one question each, reflecting their own actual difficulties regarding 

such a holiday (“what will the children do?” “I’m too old to trek.” “I cannot stand the 

cold/heat/humidity/dryness.” “Is there a danger of being attacked by bears/spiders/villagers?”…). 

The Speaker then has a further 4 minutes in which to respond to each question and to sum up the 

case. 

The Evaluator should assess whether the overall presentation, including the responses to questions, 

was effective. Was the holiday presented clearly and attractively to this particular audience and 

were their chances of accepting the advice increased?          

 
5  Those wishing to explore this dialect further are referred to the books of Keith Skipper, the songs of 

Allan (Singing Postman) Smethurst, the plays of Arnold Wesker or, in time, to members of any Speakers Clubs 

in Norfolk.       

http://www.norridge.org.uk/nfkmain/part13.htm#Head1169
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C11.22 PUTTING A GOOD FACE ON IT 

You are the Chief Executive of a company that is really in trouble. For example, all 250,000 of your 

Magica Microwaves have had to be recalled because of faulty electrical circuiting and there are a 

number of damage claims to be settled (minor injuries to children who were electrocuted when 

touching the back of the machines) which news has received widespread and unsympathetic 

publicity. Sales revenue has fallen by 10% in each of the last three years; the share price has 

plummeted from £2.35 a year ago to £1.12 this morning; your Managing Director has recently 

resigned and moved to your major competitor; the Fantastica FridgeFreezer was meant to come on 

the market last July but that has been delayed due to technical difficulties and, in any case, there is 

now a bigger, better and slightly cheaper brand in the shops. You must now make your annual 

presentation to shareholders, some of whom will interrupt with angry questions. It will be a difficult 

6-8 minutes for you and your company but, without misleading those present, or being entirely 

unrealistic, you should put forward a plan, inspire confidence and gain their support for your 

programme for the forthcoming year. [The Speaker should feel free to vary the situation – as long as 

it begins as disaster and concludes as aspiration.]     

The Evaluator should look for calmness and believability. Questions should be dealt with frankly and 

succinctly. The main message has to be communicated: “We’ve had problems, we’re dealing with 

them, the worst is behind us, we know what we need to do over the coming 12 months, and I’m 

your best (your only) hope to turn things around!”  

C11.23 LET’S GET TECHNICAL 

For this assignment, go to the limits of your specialist subject: something from your work, perhaps, 

or from a hobby. Select a challenging, complicated concept, such as “Why selecting the right kind of 

wood is vital” or ‘Air traffic control challenges at Dyce’ – one that will be unfamiliar to everyone else 

at the meeting. Then, using visual aids and other props as necessary, prepare and deliver an 

enlightening 6-8 minutes.   

Essentially, the evaluator will be asking (a) was this interesting? (b) was this really high-level-

technical? and (c) did the audience understand it? Customary criteria regarding the use of visual aids 

will be applied. 

C11.24 THE ANNUAL APPRAISAL 

Annual appraisals take place in some large companies, in much of government service, and in the 

civil society/charity sector. The task – in reality – is always challenging. Ideally, the supervisor and 

the staff member should hold a constructive and unemotional discussion on the good and less good 

aspects of the latter’s work and then agree on how improvements may be achieved over the coming 

year. The supervisor’s own approaches (e.g. insufficiently explaining new tasks, being unable to 

delegate…) should form part of the discussion. Both people should come away from the [10-minute] 

discussion better-informed and feeling positive regarding the future. It doesn’t always turn out like 

that!  

The two Speakers involved each receive in advance the Appraisal Form prepared by the Education 

Officer (on behalf of the supervisor), maybe along the following lines: 



© ASC 2014                                                                                                                                          163 

Name of staff member: Cynthia Ferret Present position: Claims Adjuster  

Time in position: 4 years Time with organisation: 7 years Highest qualification: B.Sc.(Econ.) 

Attendance and 

timekeeping: 

A Excellent 

General discipline A Absolutely no problems 

Promptness and efficiency C Acceptable but no improvement on previous years  

Relations with colleagues B A pleasant and popular staff member  

Relations with customers C Courteous but sometimes lacking in warmth 

Creativity and initiative D Disappointing 

General Comments: Reliable with everyday tasks but displays limited flexibility; unwilling to try out 

approaches that, while uncommon, may prove appropriate to the particular situation. Seems to have 

fallen into a bit of a routine and it is difficult to understand why.   

Promotion Potential: Has the knowledge and experience to fulfil the Senior Claims Adjuster role but, 

at this stage, Cynthia does not display the appropriate enterprise or leadership skills. 

Name of Supervisor: Douglas Hound     Signature: DougHound   Date:  

 

Comments by staff member:  

 

 

 

                                                         Signature:                                    Date: 

 

 

The Evaluator will consider whether a realistic appraisal discussion occurred and, within that 

context, whether each participant – staff member and supervisor – played their roles effectively. 

Was communication successful and did both parties express their beliefs effectively? Would the 

discussion have enhanced workplace relationships (and Cynthia’s morale, motivation and 

productivity) and was a ‘win-win’ outcome achieved – or would nothing have really changed as a 

consequence of this meeting?  
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C11.25 WE’LL HAVE TO LET YOU GO 

Fred (or Freda) has worked for your company as [let us say] Librarian/Archivist for sixteen years, 

during which time  they have had regular attendance, offended no-one and always been polite and 

willing. Very little is known about their private life. They have an Arts degree specialising in history, 

and basic keyboard skills. However, the need for this particular role in the company has steadily 

decreased as, with the availability of computer search engines, staff seldom use the library, just as 

reports and press cuttings are now stored electronically. There are no other vacancies within the 

company, even were they to agree to receive training, and it is clear that their time of departure has 

arrived. They are entitled to a redundancy bonus of £23,000 and the pension is transferable; the 

company can afford to give them six weeks’ notice with full pay, during which time they  may seek 

other employment, including attending interviews.  References will be exemplary. Your task is, in a 

6-8 minutes session, to break the news. [The member playing the role of Fred(a) should decide in 

advance how to respond (weep inconsolably… be matter of fact… be entirely emotional… not listen... 

plead… argue… threaten… express delight…) but this will not be revealed until you begin to speak.]           

The Evaluator will consider whether the task was performed efficiently and sensitively. The 

Speaker’s unprepared response to Fred(a)’s reactions to the news will be crucial, as will be the 

termination of the discussion within the time limit, with as much mutual understanding and shared 

goodwill as is possible in the circumstances.   

 

C11.26 THE RESIGNATION SPEECH 

This may be based upon a real-life and well-known resignation of a public figure – regrettably there 

are many examples to choose from (from President Nixon upwards) other than the all too rare 

resignation on a point of principle (Robin Cook comes to mind), or it could be entirely imaginary 

(such as a leader stepping down because they have been wrong about some major issue – cannot 

think of any recent example offhand). A 6-8 minutes statement is required, perhaps coming close to 

actually apologising, perhaps offering euphemistic reasons (“…to spend more time with my 

family/mistress/money”), perhaps endeavouring to gather support for the stand that has been 

taken. This might be a television statement (“I shall not take questions”) or a short speech from the 

back benches or a statement delivered from your own front porch, with the loyal spouse and 

bewildered children standing by, in every sense. 

The Evaluator will look for sincerity and clarity. Any humour should be handled with sensitivity. The 

(real or imagined) background situation should be dealt with imaginatively and the aim should be to 

gain the understanding and sympathy of the audience: this the Evaluator will assess.  
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C11.27 HOW MUCH AM I WORTH? 

This exercise involves two participants, one playing the part of the Boss, the other that of the 

Employee.  

• Both are of course aware of what the Employee receives now; 

• The Boss wants to retain the Employee provided the remuneration package does not exceed a 
specified limit (known only to the Boss who  has some discretion regarding ‘perks’ such as the 
company car); and 

• The Employee would prefer to stay with the company provided the package is increased to an 
acceptable level (known only to the Employee). 

 

Both may be regarded as ‘winning’ if the Employee and the Boss agree (within 6-8 minutes) on a 

package that does not exceed each of their set limits – otherwise the Employee will leave and both 

will have lost.  

The Education Officer carefully calculates these three packages beforehand, carefully giving A and B 

to the Boss and A and C to the Employee at least 30 minutes before the exercise commences 

(everyone in the audience has A, B and C). For example: 

 

A: The Employee now receives £30,000 basic salary, 3% commission on all 

contracts, a travel allowance of up to £5,000 subject to receipts, and a 

contribution of £3,000 annually towards a private pension. 

 

B: The Boss is ready to go as far as £40,000 salary but no more, up to 4.5% 

commission but no more, an annual pension contribution of £4,000, and a 

company car worth up to £20,000 but no petrol or other related allowances; 

naturally, a less costly package would be preferred. 

 

C: The Employee will accept a package with, say, £38,000 salary, 5% commission, 

and a £7,000 travel allowance but not subject to providing receipts, and a 

pension contribution of at least £5,000 (some flexibility would be acceptable e.g. 

higher salary and lower commission, or vice versa). If no acceptable package is 

forthcoming, s/he will hand in his/her notice. 

To begin with, the Evaluator comments on whether the outcome is ‘lose-lose’ [just possibly ‘win-

lose’ or ‘lose-win’] or ‘win-win’: only the last is truly satisfactory. For the exercise to work, and to 

entertain and inform those present, both participants will need to be able to lose themselves in their 

roles and genuinely to negotiate. The Evaluator should consider how well each Speaker put forward 

their own case and responded to the other’s – did they refuse to budge or set out to identify a 

mutually-agreeable resolution? If talks broke down, who was more to blame? What might be 

learned from this encounter?    
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C11.28 THE INTERNET-ASSISTED IMPROMPTU 

You have 30 minutes to prepare and deliver a 6-8 minute speech on a technical or specialist subject 

outside your field selected by the Education Officer [such as ‘The Hundred Years War’ or 

‘Hippopotomonstrosesquippedaliophobia’ or ‘The Tasmanian Tiger’ or ‘The first Nobel Prize 

winners’]. During that preparation time, you will have access to the Internet. [If the Club meeting 

starts at 7.15 pm, and if the Speaker takes 30 minutes to reach the venue, and if their only easy 

access to the Internet is at  home, then the subject should be communicated to the Speaker by 

telephone at 6.05 pm, which allows a little extra time for contingencies.] 

The Evaluator will assess whether you used the Internet effectively in gathering good and relevant 

material but also whether this resulted in an interesting and well-delivered (not just read directly 

from printouts!) speech.  

C11.29  POWERPOINT TO THE PEOPLE 

As emphasised in C3, above all public speakers should be able to prepare and deliver presentations 

using PowerPoint©, currently a very commonly used visual communication aid [though considered 

by some to be a bit 1990s]. The main aim of this assignment is for everyone attending the Club 

meeting to understand how to prepare and deliver an effective slide-accompanied talk. A secondary 

aim is for the Speaker to use the technology to good effect. Bringing those two aims together, 

assuming that some members are presently unfamiliar with the tool, the ideal would be an effective 

PowerPoint presentation on ‘How to Use PowerPoint’. 6-8 minutes should be sufficient (backed up 

by informal tutorials during the coffee break) and some 4-6 slides (not too many words, some clear 

illustrations if appropriate) should suffice.            

The Evaluator should consider how the Speaker’s own presentation dovetailed with the 

accompanying slides, including the technological dexterity with which the system was set up and 

each slide displayed on time. Extra credit should be given to a Speaker who was unfamiliar with 

PowerPoint prior to commencing this exercise.  

C11.30 THE TOAST 

This assignment involves giving a 6-8 minute toast to a person (for instance, to ‘Delia Smith’ or to 

‘Our Retiring Managing Director’, either of whom would actually be present were this a real-life 

situation) or to a company, club or other organisation (for instance, ‘The Rochdale Ramblers’), or to 

an ideal (‘The Abolition of Child Poverty by 2020’), to be selected by the Speaker. Imaginary glasses 

should be ‘charged’ [clichés avoided] and raised at the speech’s conclusion.    

The Evaluator will look for clarity, sincerity, humour if appropriate and particularly strong rapport. 
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C11.31 THE PROPOSAL 

Having selected a new (and realistic) course of action related to the Club (or the Area, the District, or 

the ASC generally), the Speaker prepares the proposal and, over the usual 6-8 minutes, presents it to 

members. The objective and intended benefits should be made clear, difficulties and potential 

pitfalls should also be indicated, along with intended ways of ameliorating them, and the plan of 

action should be outlined. Above all, the Speaker should be persuasive, endeavouring to convince 

those present that, for example, the meeting night should be changed, or there should be a different 

venue, or a new Club should be established in an adjoining town, or a Club for under-25s [or under 

75s], or that a particular new kind of speaking competition should be instigated. [There is no need 

for the Speaker actually to believe in the cause that they are advocating, although the suggestion 

should be serious in intention and practicable in realisation.] 

After the speech and before the evaluation, members of the audience may be given an opportunity 

to comment, but not to ask questions, as the Speaker will already have used up the allotted 6-8 

minutes.  

The Evaluator will assess the clarity and effectiveness of the presentation and, in considering overall 

effectiveness, the extent to which the proposed course of action is understood and taken seriously 

by audience members will be taken into consideration. [There is no need for the Club actually to 

implement the proposal that has been advocated.] 

 

C11.32 THE ACCOMPANIED PRESENTATION 

In this assignment, the Speaker incorporates sound recordings (music, birdsong, radio excerpts, 

interviews conducted earlier…) into a presentation of no more than 10 minutes, aiming at an 

integrated exploration of a subject of their own choosing. The objective is to inform and/or persuade 

and/or entertain the audience in the usual way, with the recorded material adding to the overall 

impact. For instance, a speech on ‘My holiday in Fiji’ might include local music, part of the kava 

ceremony and an interview with a local chief. An even more adventurous approach would be to 

incorporate audio-visual recordings – a Rugby Sevens game on Vatu Levu, for instance, and 

traditional Fijian dancing would be fine ingredients for a South Pacific oratorical feast. 

The challenge for the Speaker is seamlessly to weave the recordings into a coherent and interesting 

presentation and the challenge for the Evaluator is, essentially, to assess the extent to which that 

weaving worked. Did the excerpts add significantly to the overall effect – or did the handling of the 

equipment, for example, or the poor sound quality distract from it? Ideally, the audio/audio-visual 

accompaniments and the actual speaking should synergise in the manner of Pavarotti and orchestra 

– now there’s another potential illustrative excerpt. 
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C11.33 THE EULOGY 

All too sadly, opportunities to deliver tributes at funerals and memorial services seem to arise with 

increasing frequency, as the life of this departed friend or of that late relative is celebrated. Rather 

than requiring the eulogising of a real-life (and really alive) colleague [see C7 in this Guide], or of an 

imaginary (and never alive) person, or even the delivering of a tribute to oneself (which might be 

regarded as tempting fate), this assignment focuses upon a real individual (recently dead) not known 

personally to the Speaker or, indeed, to any Club member.  

A search of the broadsheets will readily enable the identification of a suitable subject, recently 

deceased (today’s Guardian obituaries pages includes many column inches on a retired Brigadier 

who won medals in Korea and who also wrote the standard book on butterflies in Bengal; on a 

renowned theatre critic and bon viveur; and on a former junior minister who worked for 

environmental pressure groups on ceasing to be an MP – any one such as those would assuredly 

suffice).  

The Speaker will need to invent links with the subject (“Chubby, as he was known at Blundells, and I 

were in the Remove together, where he excelled at Fives and developed an interest in fly-fishing”… 

“Even in her fresher’s year at Girton, it was clear to all of us that Polly would some day be a historical 

novelist of note”...), as the opportunity to deliver a Eulogy would be offered only to those who 

actually knew the deceased. However, apart from that necessary deceit, everything else in the 6-8 

minute speech should be based upon the printed facts and, above all, this assignment should be 

taken seriously or not attempted.       

The Evaluator will determine whether an appropriate, sensitive, clear and moving eulogy was 

delivered. 

 

C11.34 THE PARTNERSHIP SPEECH 

Two Speakers have 10 minutes in which, jointly, to inform, entertain and/or persuade the audience 

on a subject given to them well in advance by the Education Officer. While it should be neither an 

interview nor a debate, the available time should be shared, with each participant seizing the 

opportunity to contribute to the overall message. During preparation, the two-person team should 

decide on each individual’s role: perhaps it will be straight person and funny person, or maybe 

explanation person and examples person.    

The Evaluator will adjudge the overall effectiveness, considering whether a true partnership was 

displayed and the extent to which the two roles made sense and the two characters mutually 

supportive. The Evaluator will also examine whether there was a reasonable balance between the 

two Speakers’ contributions (neither overshadowing the other in terms of impact or duration) and 

whether the united whole was better than the two component parts.   
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C11.35 HATS (TRUE OR FALSE) 

Each club member is invited to bring a hat to the meeting and all who do so are asked to speak for, 

say, three minutes on the history of that hat. The audience then has to vote on whether the tale of 

the hat was ‘true or false’: each speaker then reveals which it was. 

Of course the ‘true or false’ approach may be applied to many subjects: ‘Where I was born’ or ‘An 

encounter with an animal’ or ‘My worst holiday experience’ for example, although ‘hats’ works well 

and involves the use of visual aids in passing. 

Probably best left to the General Evaluator rather than having a specific evaluation.       

 

C11.36 THE HISTORICAL SPEECH 

Here is the opportunity to locate, study and deliver an actual speech from history. Examples such as 

the Gettysburg Address, Montgomery’s talk to the troops before El Alamein, or John Kennedy’s “I 

am a Jam Doughnut” come readily to mind, but the Speaker may select from any source: Hansards 

go back to the 18th century, for example, while newspapers (ranging from the Times to the Trowse 

Terrier) used to report in full the orations of political figures, civic dignitaries, religious leaders, 

suffragettes, anti-slavery campaigners and many others.  

The speech or extract should be between 6-8 minutes and the Speaker should not attempt to be 

Churchillian or to emulate the Bevanite enunciation but, rather, should deliver it in the speaker’s 

natural accent and her/his own best style. 

The Evaluator will consider the choice of speech and the quality of the delivery.        

 

C11.37 FACILITATING A GROUP DISCUSSION  

The task here is to choose and introduce a subject, divide the audience into groups, give each group 

clear questions to be answered, allow the group discussions to occur, then receive short reports 

from each group, allow some time for the entire audience to discuss one another’s findings, and 

finally sum up. 20-40 minutes might be needed for the complete exercise which, taking ‘Reducing 

Carbon Emissions’ as an example, might proceed along the following lines: 

 

▪ The Speaker introduces the subject, outlining the various sources of carbon emissions, and then 
handing a card to each person present (other than the Evaluator) which sets out (a) the group 
that the individual should join, and (b) the general question for all groups and the particular 
question for that group. Including moving those present into their groups, this should occupy no 
more than 4 minutes. 

▪ The actual group discussion – all groups are required to suggest what we, as individuals and 
families, could do about it; Group A is also asked to indicate what the transport industry could 
do, Group B what governments could do, Group C what developing countries might do, and so 
on. At least 15 minutes is needed here, including the nomination of one group member to 
record and report. 
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▪ Reports from groups – limit of 90 seconds each, strictly enforced. 
▪ Comments (of up to 1 minute) from anyone present on anything reported (or that should have 

been reported) by the groups: no more than 10 minutes in total. 
▪ Summing up by the speaker: using no more than 5 minutes to cover all of the key points made. 
 

The Evaluator will look for effective chairing, facilitating and summarising skills, producing a well-

run, lively, thought-provoking and valuable discussion.  

C11.38 THE TALE WITH A MESSAGE 

Some twenty-five centuries ago, Aesop first told his famous fables – stories with morals, such as that 

of the slow but steady tortoise out-running the over-confident hare. In many cultures, oral traditions 

are crucial, with the same age-old stories told again and again, with bonds of kinship somehow 

strengthened with each re-telling. In this assignment, the Speaker is called upon to prepare an 

original story in order to illustrate a simple message, and to deliver it – reading is permitted – within 

a 10-minute time limit.  

The Evaluator will, first of all, be looking for a good story, well-delivered, and, secondly, for a 

memorable moral, convincingly uncovered. [A pun-ish moral, of the kind so artfully applied by Muir 

and Norden in the programme ‘My Word’, will be pun-ished.]       

C11.39 HOW LONG HAVE YOU BEEN WAITING?  

This assignment gives you an opportunity to demonstrate first the bad and then the effective ways 

of complaining. Just about everything in the restaurant went wrong for you this evening. You had 

made a booking but there was no record of that and you were given the worst table in the house. 

There were inordinate delays before your order was taken and shouting could be heard in the 

kitchen. Both venison and quail were unavailable. The white wine was warm and opened before 

being brought to your table. The soup was appalling and the bread rolls stale. You asked for 

medium-rare steak and it was over-done, and in any case it was rump rather than fillet. The only 

desserts on offer were ice-cream, mixed fruits and cheese – and the cheeses were uninteresting and 

served with sweet biscuits and limp lettuce. The port wine was the worst you have ever tasted and 

the waiter spilt the coffee over your partner. The bill was presented before you had concluded the 

meal and the total for two was in excess of £200. You send for the Manager… [vary the situation to 

suit your taste.] …and you have five minutes to deliver a polite, constructive complaint [the Manager 

listens and murmurs ‘Very sorry!’ from time to time and, if  you are considered persuasive enough, 

may reduce your bill.]  

The Evaluator will look for a calm, well-presented, and persuasive complaint. 
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C11.40 THE ONLINE CONFERENCE 

This is simple in requirement and, for some, challenging in execution. The task is to carry out an 

actual decision-making exercise on-line. As the 21st century grinds on, such arrangements will 

become commonplace: a few members, in their work, have been involved in such exercises for two 

or three decades (not continuously, of course). But some certainly haven’t and it is for them that this 

assignment is of most potential value (and bewilderment). Let the first step be for the Club 

committee to have a short session with just two or three agenda items (just one would constitute an 

Agendum). Ideally, let all club members be involved in at least one such virtual and purposive get-

together over the year. 

Probably no Evaluator but maybe a few minutes during a club evening to review on how the 

initiative has fared and whether or not it should be continued.          

C11.41 THE RANT 

Members are given 3 minutes during which they should simulate rage at some feature of everyday 

life, such a ‘steering problems of supermarket trolleys’ or ‘being unable to read ATM panels when 

the sun is in a particular direction’ or ‘British Summer Time’. The audience may be encouraged to 

heckle the Ranter, which not only makes them used to dealing with heckling, but also makes for a 

fun event (see D5). A soap-box is a useful prop. 

The audience votes on the ‘best rant’ and the General Evaluator ties it all together.   

 

C11.42 THE MOTIVATIONAL SPEECH 

The Speaker should decide who the Club audience is to represent for the purpose of this 

presentation – a former pupils’ reunion, for instance, or a group of sales representatives, or a sports 

rally, or a trade union or trade association annual meeting – and let the Chair explain this before 

being introduced. Your task is to inspire those present, in a way that is tailored to their nature and 

aspirations, encouraging them to build upon their present beliefs and values in order to enhance 

their commitment and achievement. This requires dramatic empathy and the ability to portray a 

sense of certainty in relation to the precise focus of the motivation (digging deep to contribute to 

the Old School’s new ICT Centre… increased insurance policy sales… victory over the French…).  

The Evaluator (unless totally overcome by the passionate intensity of the occasion) will assess the 

extent to which the Speaker has captured and fortified the audience’s shared emotions through 

appropriate use of language, style and delivery. 
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C11.43 HAVE YOU HEARD THE ONE ABOUT…  

Ten minutes in advance, the Speaker is handed (on a typed or clearly hand-written sheet, and in 

confidence) three jokes. Naturally, these should be appropriate to the audience and, if possible, not 

already known to them or to the Speaker – the Education Officer will have his/her sources. For 

example: 

 

 
Because his trip to North America took so long, Leif Ericsson returned home only to learn that 
his name had been crossed from the list of village inhabitants. He complained to the village 
chief, who relayed the adventurer’s displeasure to the village statistician. “I’m so sorry,” said 
the census keeper. “I must have taken Leif off my census.”  
 

An elephant is drinking out of a river when he spots a turtle asleep on a log. The elephant 

ambles over and kicks the unsuspecting turtle clear across the river. “Why did you do that?” 

asks a passing giraffe. “Because I recognised it as the same turtle that took a nip out of my 

trunk 47 years ago.” “Wow, what a memory!” says the giraffe. “Yes,” says the elephant. “Turtle 

recall.”  

 

“Your driving licence says you should be wearing glasses,” the traffic policeman said to the 

speedster. “Why aren’t you wearing them?” “I have contacts,” the speedster stated. “I don’t 

care who you know,” the officer responded, “You’re getting a ticket anyway.” 

 

 

Within the course of a 6-8 minute presentation, the Speaker should tell the three jokes, padding out 

the available time with suitable continuity material as necessary. While this might even include other 

jokes, an even better approach might be to weave the given funny stories into some (perhaps not 

too) serious message.   

The Evaluator will assess the humorous effectiveness of the overall presentation, including the 

continuity as well as the actual punch-line delivery. If the audience laughed, that will assuredly merit 

praise, although simply telling the three jokes (however well) and doing no more will not be 

sufficient.  
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C11.44 THE PUBLIC SPEAKING TUTORIAL 

In this assignment, the Speaker takes one aspect of speaking – eye contact, for instance, or the use 

of the pause, or variations in pitch, or the Vote of Thanks – and develops and delivers an illustrated 

lecturette on that restricted but very much non-trivial topic. If the Speaker so chooses, time should 

be allowed (within the 6-8 minute limit) for audience practice and/or questions. The objective is to 

ensure that all present will operate at a much higher level in relation to the micro-skill selected. 

The Evaluator, having studied relevant paragraphs of this Speakers Guide, will consider whether all 

of the information given was consistent with ASC specifications and will assess how well the tutorial 

was constructed and delivered, and whether it was enjoyable and effective – was it well-taught, 

well-learned and is it now likely to be well-practised? 

C11.45 THE AFTER DINNER SPEECH 

While there are opportunities to simulate the occasion without having an actual black-tie, three 

course, much-wine function – at least one Club has had fish and chips evenings – with some 

imagination, an After Dinner Speech may be delivered in the usual club night setting. [Perhaps a 

place (or, indeed a plaice) may be laid at a table in front of the Speaker who rises from his chair and 

addresses the audience from that position.] For this assignment, the speech should be neither a 

toast nor a response to a toast – simply an after dinner speech. ‘Up to 10 minutes’ is a good duration 

(unless it is the speech of a ‘guest of honour’ who people have parted with good money to see and 

hear) and that fits easily into the club programme. While particular emphasis should be paid to 

entertaining those present, and while (suitable) humorous anecdotes are appropriate, the 

presentation should be much more than a string of jokes. While a compelling conclusion is called for, 

this should not destroy the atmosphere of relaxed goodwill that typically prevails. Perhaps the 

theme should be the ‘Real-life Value of Effective Speaking’ and the audience should pretend to be 

another kind of club (a service organisation, for instance, or young managers, or – and this is taking a 

bit of a risk – rugby players). 

The Evaluator will assess the appropriateness of all aspects of the speech to the particular occasion 

and the (simulated) audience, bearing in mind that stimulating refreshments may well have been 

taken. Were their appropriate anecdotes and was there a suitable message? Would the Speaker be 

invited back – or even want to come again? 

C11.46 TAG TEAM TOPICS 

This assignment was suggested in an issue of The Speaker and has since been tried out by several 

clubs. It involves teams of three – perhaps just two or three teams for a typical club night. Each team 

has a total of six minutes in which to speak and the order of speaking is determined by drawing lots. 

The first team to perform is given, say, six minutes to confer and prepare. When they come to the 

lectern, the next team is given its topic. General topics such as "Bank Holidays" and "Rivers” and 

"Memories" have proved appropriate. The topics chair controls the bell and rings it randomly, often 

in the middle of a sentence. At each ring the next team member must take over the topic; when 

team member 3 has spoken the next one is the first team member again.  
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As suggested in The Speaker article: “You might go round the team 3 or possibly 4 times in the six 

minutes. The idea is that each team member has to take up the subject where the previous speaker 

left off. They are judged on how well they achieve this. Team members should not pick up where 

they themselves left off. I get the audience to judge the teams and award a box of chocs to the 

winning team with a just one sweet for each of the losers! It is amazing how difficult some people 

find this and how others really get into the swing of things. So it is good for a laugh but at the same 

time makes the teams really think fast and is so good for impromptu speaking.” 

An Evaluator with a g.s.o.h. should be able to make some valuable points and an audience vote 

could be indicative.  

C11.47  TODAY’S READING 

This assignment involves reading aloud. While that appears simple, oral interpretation is a 

challenging task, and its effective performance involves the communication of the author’s 

intentions in a clear and compelling manner. The Speaker should select an article, a story or an 

extract from a novel that will occupy the allowed 6-8 minutes, edit it if necessary, and rehearse its 

reading. The Chair will introduce the Speaker, adding any necessary prologue to the reading itself – 

the Speaker will then proceed to read, to optimum effect. 

The Evaluator will assess the effectiveness of that reading, taking account of audience reaction and 

concentrating upon the interpretation of the text, the use of the voice, variations of pitch, pace and 

volume, and the employment of the pause (for this particular assignment, body language will be 

regarded as a distraction). Credit will be given to Speakers who read their own work, subject always 

to that work’s merit and intelligibility. 

C11.48 MY CARBON FOOTPRINT 

A carbon footprint is a measure of the amount of carbon dioxide (CO2) emitted through the 

combustion of fossil fuels; in the case of an organization, business or enterprise, as part of their 

everyday operations; in the case of an individual or household, as part of their daily lives; or in the 

case of a product or commodity, in reaching market. Carbon dioxide is recognized as a greenhouse 

gas, of which increasing levels in the atmosphere are linked to global warming and climate change. 

The footprint is often expressed as tons of carbon dioxide or tons of carbon emitted, usually on a 

yearly basis, and there are many versions of calculators available (on the Internet and elsewhere) for 

carbon footprinting. Activities that affect the carbon footprint of individuals include travel by car, air, 

boat or other motorised transport; electricity use, if provided by non-renewable resources; home 

heating; food miles (i.e. where your food has been brought from); diet; embodied carbon in the 

products and services consumed; and carbon intensity in the usage of the products consumed (e.g. 

the energy efficiency rating of one’s freezer or computer). This assignment involves calculating your 

carbon footprint and, in 6-8 minutes, presenting that information to a Club meeting together with 

any observations that you may choose to make regarding it.  

The Evaluator will look for a clear, interesting and thought-provoking presentation, including an 

appropriate conclusion. 

http://en.wikipedia.org/wiki/Carbon_dioxide
http://en.wikipedia.org/wiki/Fossil_fuels
http://en.wikipedia.org/wiki/Greenhouse_gas
http://en.wikipedia.org/wiki/Greenhouse_gas
http://en.wikipedia.org/wiki/Global_warming
http://en.wikipedia.org/wiki/Climate_change
http://en.wikipedia.org/wiki/Non-renewable_resources
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C11.49 SELLING YOURSELF 

Prepare and deliver a 6-8 minute presentation relating to the sale of a real or imaginary product 

(such as a self-initiating solar-powered lawn mower) or a service (such as a small talk coaching 

programme for shy cocktail partygoers).  

The Evaluator will, primarily, consider whether the sale was achieved. Was the Speaker sincere, 

convincing and knowledgeable (or, at least, was that impression conveyed)?   

 C11.50 LOCAL HISTORY 

This involves the Speaker conducting research into the history of her/his village or urban locality (it 

will be of particular interest to members if that neighbourhood coincides with where most of them 

reside and/or where the Club meetings are held). From various sources, an interesting and 

illustrated presentation may be developed, justifying a time limit of up to 15 minutes.  

The Evaluator will assess the depth of the research together with the quality of the speech from 

both the informative and educative perspectives. 

C11.51 …WHO NEEDS NO INTRODUCTION 

This assignment involves the introduction of the main speaker (who is, in fact, not present!) and 

requires strong Master of Ceremonies skills including research, warmth and good timing. The 

Speaker should select an actual English-speaking person who may be either living or historical (e.g. 

Anne Boleyn, Richard Branson, Hereward the Wake, Richard Dawkins, Paul Robeson, W.G.Grace, the 

Prime Minister of Mauritius…) and the 4-minute presentation should set the scene for that main 

speaker’s address.        

The Evaluator will consider how well the Speaker has brought together the guest’s background in a 

coherent introductory message that has resulted in a positively expectant audience. 

 

C11.52 MEMORABLE PHRASES 

Most present-day public speeches lack the unforgettable verbal expressions of those of yesteryear – 

here is an opportunity to emulate Thomas Paine and Gladstone if not Cicero and Demosthenes. The 

requirement here is for a 6-8 minute speech containing several memorable phrases selected by the 

Speaker, including both borrowed ones (from memory or a Dictionary of Quotations) and at least 

two original aphorisms. The speech may be on any subject and should be of at least Masterpiece 

standard, and the memorable phrases (‘Be not the slave of words’… ‘Roses grow on you’…‘Back 

doors are on the way out’… ‘I can endure my own despair but not another’s hope’… ‘Good timber 

doesn’t grow on trees’… ‘New truths begin as heresies and end as superstitions’… ‘Happiness 

requires a good bank account, a good cook, and good digestion’…) should fit snugly and sensibly into 

the overall presentation. [The audience should be allowed an opportunity to attempt to identify the 

two (or three) original ones, thereby attesting to their memorability.] In addition to assessing the 

overall speech as such, The Evaluator should consider the extent to which the memorable phrases 

added to the overall impact without disrupting the continuity – if the audience failed to identify 

them, that could well be to the Speaker’s credit. 
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C11.53  CHAIRING WITH DIFFICULTIES  

The Speaker has the straightforward task of chairing an ordinary Club meeting (see Section E of this 

Speakers Guide). However, all sorts of challenging situations – some planned, some spontaneous – 

arise. For example, a person looking for another meeting interrupts (noisily and at some length) 

during a speech, an alarm clock goes off under the lectern, a speaker protests regarding an 

evaluation, the caretaker tells the Chair that s/he has an important telephone call in the office, an 

announcement regarding the Annual Dinner leads to a heated argument regarding proposed venue, 

the  member delivering a topic continues to speak…6. It might be useful to devote around half of a 

complete club evening to this assignment, given that speeches will be occurring within it. The 

Evaluator considers how well the Speaker (Chair) has coped with the several challenges. 

 

C11.54 THE GENUINE ARTICLE 

The Education Officer selects an article from an academic journal, in which subject area the Speaker 

has no especial expertise, such as:  

 

                                               

  

  

  

   

 

 

The Speaker’s task is, first to comprehend what the article is about (dictionaries may be used or they 

may phone a friend) and, secondly, to prepare and present a clear and pleasant presentation (6-8 

minutes) of the article’s content, significance and implications.     

The Evaluator assesses the clarity of the presentation, taking account of whether the salient points 

were communicated in an effective manner and the extent to which the article’s importance and 

potential practical consequences were presented. 

 
6  Ten other possible disruptions are offered in the ASC’s guide to Organising and Chairing 

Competitions. However, the Education Officer and other members should be able to devise many original and 

Chair-challenging situations.    

Effects of the Inhibitors of Dynamics 

of Cytoskeletal Structures on the 

Development of Apoptosis Induced 

by the Tumor Necrosis Factor 

Causality, responsibility and blame 

-- core issues in the cultural 

construction and subtext of 

prevention 

Pseudostatic Approach for the 

Seismic Analysis of Single or 

Bored Piles 

http://www.springerlink.com/index/QMPU4DNPDCG8EEYA
http://www.springerlink.com/index/QMPU4DNPDCG8EEYA
http://www.springerlink.com/index/QMPU4DNPDCG8EEYA
http://www.springerlink.com/index/QMPU4DNPDCG8EEYA
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C11.55 THE POSITIVE PROGRESS REPORT 

So many major construction projects (Wembley Stadium, the Sydney Opera House, many modern 

Olympic edifices, probably the Giant Pyramid of Gaza, almost certainly the Mausoleum at 

Halicarnassus…) cost much more and took far longer to complete than was originally intended (or at 

any rate announced to the paying public). The Speaker should take a real-life up-to-date example, 

preferably one well-known to the audience, and make a positive explanation – how it has all turned 

out for the best – how the additional costs and unanticipated delays have resulted in a better end-

product – occupying the usual 6-8 minutes.     

The Evaluator will consider how imaginatively convincing the Speaker’s explanation was.  

 

C11.56 NERDS VERSUS NEOPHYTES 

A member – not known as being ‘computer literate’ – is asked well in advance to speak (6-8 minutes) 

on some particular aspect of contemporary ICT, such as describing a computer game or considering 

a device likely to be invented and popularised in ‘three or four years time’. Another member – one 

who is relatively abreast of matters technological – then responds (3-4 minutes) on whether the first 

speaker ideas were accurate and feasible. An opportunity for audience questioning might be 

incorporated. 

The Evaluator comments on both speeches as ‘speeches’ in the usual way and may also address 

whether, from the common sense perspective, whether the technological ideas were clearly 

explained and whether the amateur or the expert won the day.   

 

C11.57 THE SHORT STORY 

The Sou’Sou’West District has been running its annual ‘novel’ contest for almost three decades. It 

involves competitors reading the first 3 minutes of a 5-minute short story with the intention of the 

audience dying to hear the remaining 2 minutes. [In fact a panel of judges now decides the winner, 

based upon ‘Plot’, ‘Characters’, ‘Diction’ and ‘How much I want to know the Ending’.] Gestures and 

body language are to be ignored and stories involving real life or standard literary figures (such 

Winston Churchill or Robin Hood) are ineligible. Clubs may run similar Short Story evenings, 

developing their own formats and traditions as they go. 

An audience vote, and/or a judging panel, plus the General Evaluation are appropriate.  
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C11.58 LEGENDS IN THEIR OWN LUNCHTIMES   

This is the first of two outside assignments in the collection and has actually been carried out by 

members of one Speakers Club with reasonable success – it achieved its goal of ‘at least two new 

members’. Contact a friendly restaurant and offer to provide free ‘entertainment’ to its lunchtime 

patrons – powers of persuasion should be brought into play at this stage. The performance 

comprises a set of 2-minute topics suggested by diners. The arrangement should be well-advertised 

in advance by the restaurant and those attracted by the publicity will be forewarned of what is to 

occur. Diners are invited to suggest topics, the process having been explained to them. One by one 

the participating club members choose a topic at random from the hat, and give entertaining 

speeches keeping the audience’s attention and reacting effectively with those present, many of 

whom will have no idea of what a SC does and may be entirely bemused – but hopefully still capable 

of enjoying lunch. The role of the MC is especially important and those present should receive both 

verbal and printed invitations to come along to a club meeting. [When this exercise was first carried 

out, one of the diners agreed to have a go there and then, performed creditably and, a few months 

on, was a staunch club member.]      

No Evaluator on the spot but a non-participating member – possibly a ‘secret shopper’, posing as an 

ordinary diner – should give an objective report to the next club meeting. 

 

C11.59 UP ON THE SOAPBOX 

This is the second outside assignment in this set of further challenges and it involves the Speaker 

participating in the real world of soapbox oratory: ‘public speaking’ in its rawest sense. While 

Speakers’ Corner in Hyde Park, London is the world’s best-known such venue, there are other 

locations across the UK where similar opportunities abound. The Speaker should, quite simply, 

decide upon the cause to be defended and on the arguments to be advanced, practice, proceed with 

a soapbox to the venue, stand erect upon said soapbox, and address the teeming multitudes (no set 

time limit – continue for as long as you – or your audience – deem appropriate). 

The Evaluator (and other Club members if possible) should witness this event and take careful note 

of the audience response (always assuming that some kind of crowd does gather). While guidance 

should be given regarding how future forays into the arena may be even more effective (e.g. use of 

voice, body language, rapport, subject matter and language), the Speaker should assuredly be 

praised for making the attempt, whatever the result (always assuming that the laws of the land were 

not violated and that no riot ensued – should the Speaker be arrested or physically attacked, Club 

members should make prison or hospital visits, compatible with their other commitments, and the 

Evaluation should be delivered in situ).   
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Universal Evaluation Form 

Speaker………………………………………………………………Date…………………………………………. 

Title……………………………………………………………………Stated time………………………………… 

Assignment number…………………………………………  Assignment title............................. 

Evaluator…………………………………………………………….Actual time……… 

General points (applicable to all speeches)  

Evaluation at each level should consider previous skills and point the way to those which follow. 

If a microphone is used at any level, comment should be made regarding its effective use. 

 

Making a Start 

Manner and poise; air of confidence 

Interesting content; mannerisms 

 

Speech Construction 

Arresting opening and memorable conclusion 

Logical development 

Content quality; clarity of thought 

 

Mean What You Say 

Choice of subject; appropriateness 

Sincerity/conviction; persuasiveness 

Appeal to logic or emotion 

 

Using Gestures and Body Language 

Hands/Head/Whole Body 

Eye contact 

 

Using your Voice Effectively 

Effective variation of pitch, pace and volume. 

Vocal  variety. 

 

Vocabulary and Word Pictures 

Quality of vocabulary/ Grammar and usage 

Effective use of devices such as alliteration, rhyming, word play. 

 

Using Notes and Microphone 

Did either help or hinder the effectiveness of the speech? 

If a microphone was used, was it used effectively?
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Universal Evaluation Form 
 

 

Using Humour 

Appropriate and relevant; well delivered, successful. 

In good taste; timing; pauses; natural 

 

Audience Rapport 

Was an affinity with the audience established 

 

Should the speaker move on to  another assignment     Yes/No 

Should the speaker repeat this assignment                      Yes/No (in this case evaluators should 

ensure that good advice is given to improve on this performance) 

 

 

 

Evaluator’s signature………………………………………………..  Date…………………………….
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Section D 

 

 Debating 

 

Stage Management 

 

Reading Aloud 

 

Relaxation and Breathing exercises 

 

Heckling
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D1  Debating 

Much of this section is taken from two sources, the original Speakers Guide and the Guide to 

Debating, produced in 2006 by Mike Douse and available from the Materials Officer. However, it is 

hoped that sufficient useful  information, which includes the 200 ideas for Debates, can be found in 

the following pages. 

Introduction    
There are two types of debate: 

(i) The Parliamentary debate, similar to that conducted in the House of Commons.  

(ii) The Ordinary debate in which a motion is proposed and opposed by two leading and two 

supporting speakers.  This type is more appropriate for Speakers Clubs. 

 

In ASC, debates are enjoyable exercises in careful listening, logical argument, effective persuasion 

and thinking on one’s feet . It is a form of communication in which two opposing arguments are 

tested through open discussion and it is a critical tool for citizens in a participatory democracy.  In 

many respects it more closely resembles what actually happens in the workplace, within personal 

relationships and in the real world generally than does the formal, uninterrupted public speech.  

Debates should not be confused with a discussion which may take place during a Business Meeting, 

where the results of the debate will be acted upon by the Organisation, according to the outcome of 

the vote.  This section is intended to set out the normal procedure of an ordinary debate and to give 

various suggestions as to how it may be effectively carried out.  

Procedure  
There are NO LEGAL  RULES for debating (except in the case of public authorities and limited 

companies where the law specifies what can and cannot be done) . The following is a summary of 

the procedure most commonly followed. 

The Motion 

Unlike an ordinary meeting a debate is focussed upon a subject (the motion)  This is a statement of 

opinion that is rather extreme and is always prefaced by the word "That".  A typical motion might be 

"That the retirement age should be increased to seventy”  

 

The Chair  

• has the same function as the chair of any  meeting and the same skills of management and 

diplomacy are called for  

• should clarify the form of address at the outset 

• introduces the motion and controls the debate through its various stages 

• declares the result. 

 

The Speakers 

The Proposition is the team of speakers whose role it is to persuade the audience that the motion is 

correct ( that the retirement age should be increased to seventy) 
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The Opposition is the team of speakers whose task it is to provide arguments against the motion and 

to counter the Proposition’s case 

The general format is that there are four speakers arranged in groups. 
For the Motion Against the motion 

(1) The proposer   (2) The main opposer 

(3) The seconder for the Proposition            (4) The seconder for the Opposition 

 

The Course of the Debate 

The Chair introduces the motion and the speakers and explains the rules of procedure.  A modern 

addition to a debate is to take a straw poll vote before the debate starts. The persuasiveness of the 

speakers may then be compared with the final vote on the motion. 

  

The leading speaker proposes the motion and is allowed about 8 minutes, in which to make a 

constructive speech, not one merely attacking the probable arguments of the opponents.  

The leading speaker against the motion speaks next, also having about 8 minutes to put forward 

positive arguments for the Opposition, paying little attention at this stage to the arguments put 

forward by the proposer. 

 

The seconder of the motion  speaks next, defending any challenges which may have been made 

against the definition of the case, rebutting the Opposition’s argument and summarising the 

Proposition’s case 

The final speaker is the seconder for the Opposition who rebuts the Proposition’s case, presents 

some additional arguments and summarises the debate. These supporting speakers are usually 

allocated 4 to 5 minutes. Apart from the very first speaker in any debate, some part of every 

subsequent speech will be impromptu (Skills learnt in delivering Topics and Evaluations will be 

invaluable here.) 

After the 4 speakers have finished, the Chair declares the debate open to the floor of the house. The 

time allowed will probably equal that given in total to the 4 opening speakers. During the open 

session, any person present may ask a question or express an opinion. The main speakers will merely 

listen carefully.  

There are certain accepted rules of procedure: 

(i) All remarks and questions must be addressed through the chair. A speaker wishing to ask a 

question of the leading speaker for the motion should use the form of address which was 

intimated at the start of the proceedings. ‘ Chair, I should like to ask the leading speaker for 

the motion if .......' (NB It is not normal to name the speaker). 

(ii) The main speakers do not normally take part in the open period. Questions are usually 

answered in the summing up period although some debates do allow Question Time when 



© ASC 2014                                                                                                                                          184 

members of the audience can put short questions to particular main speakers. This, as with 

every other aspect of procedure, should be made clear in advance by the Chair. 

(iii) The Chair does not permit argument about matters of fact.  If one speaker rises to point out 

that 35,000 days were lost through strikes, and another speaker claims that the correct figure 

is 38,000, the Chair should intervene to give the correct figure (if known) or to say that 

members must agree to differ. 

(iv) Speeches from the floor are normally limited to 2 minutes.  This prevents the open period 

from being monopolised by one or two speakers. There is no rule in this kind of debate that a 

member may speak only once. 

(v) In some debating societies, speakers from the floor are expected to finish by stating which 

side they intend to support. 

The Summing Up 

The Chair declares the open period closed and calls for the leading speaker against the motion to 

sum up, followed by the leading speaker for the motion - in that order, for about 3 minutes.  

The summing up should not be a prepared speech, except perhaps for the opening and the grand 

climax.  It should attempt to deal with the arguments given by the other side in the opening period 

and with a selection of points raised and questions asked during the open period. 

 

After the Summing Up 

The Chair appoints 2 tellers to count the votes from the audience and puts the motion to the vote, 

normally by a show of hands. The result is compared with the 'straw poll' taken before the debate to 

see if the speakers have persuaded the audience towards their cause.  

The result is announced by the Chair and after the normal vote of thanks, the meeting is adjourned.  

General points 
• The success of a debate depends largely on the audience.  If few take part in the open 

period, then the summing up will be almost meaningless and the leading speakers will feel 

that their opening speeches have failed.  To take part, the members of the audience must 

retain fairly clear ideas of what was said in each opening and supporting speech so they may 

need to take brief notes of debatable points while the speeches are being delivered.  

• Speeches in the open period should be more than formal interjections or brief questions. 

The speaker who jumps up merely to say, "Chair, I disagree", adds nothing to the debate.  

• Debates often fail to make an impact because most of the audience supports one side of the 

question. This can be avoided if speakers in the open period are ready to express vigorous 

views quite opposite to what they really believe. As this is mainly an exercise, the Chair could 

allocate speakers to one side or the other and require them to speak to a particular point in 

support of that side, as in a club evening Topics Session. 

• Debates on humorous subjects are often not successful, because there is little material for 

argument or discussion.  However, even the most serious subject can be treated humorously 

at certain points and the argument thus presented gains strength from the contrast.  
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• It is not a good idea to have an interval halfway through a debate as the continuity is 

destroyed. Better to shorten the first half and extend the second half of the evening, or vice-

versa, or take the whole evening.  

• The speakers in the debate should be arranged on either side of the chair, with those 

speaking for the motion to the right.  Ideally, each speaker should have a desk or table to 

write on.  Speeches should be made from a lectern, which is better placed slightly to one 

side as the speaker should include the other main speakers and the Chair as part of the 

audience.  

Conclusion 
A Debate provides a forum within which the whole range of speaking and evaluating techniques 

can be practised, within a unified programme.  Such an evening introduces some valuable extra 

variety into a club's season of activities.  Clubs that have not yet held debates should consider their 

use 

 

TWO HUNDRED SUBJECTS FOR DEBATE 
 

While good debates have been held on each of the motions listed below, Clubs are encouraged also 
to consider topical issues or to identify new themes – or to express old themes in original ways. 
Nevertheless, it is hoped that this list provide a basis for many great debates as well as a stimulus for 
concocting numerous other motions. [Further suggestions may be found on websites such as 
www.debatabase.com or www.britishdebate.com or in books such as Competitive Debating by Dan 
Neidle; Pros & Cons: A Debater's Handbook  edited by Trevor Sather; and the Oxford Union’s Rough 
Guide To Debating by Andy Kidd.]  

 

1.  That we have come to the end of the road 
2.  That the female of the species is more deadly than the male  
3.  That we should all carry identity cards  
4.  That we rejoice at London winning the 2012 Olympics 
5.  That we deserve the politicians that we get 
6.  That we are all in the same boat 
7.  That fame is the spur 
8.  That the play’s the thing 
9.  That proportional representation does not add up 
10.  That the past is another country 
11.  That democracy should never be compromised for progress 
12.  That the Playstation has destroyed the playground 
13.  That travel broadens the mind 
14.  That there is no business like show business 
15.  That espionage is immoral 
16.  That the age of chivalry is dead 
17.  That it is beyond a joke 
18.  That property is theft 

http://www.britishdebate.com/universities/resources/neidle.asp
http://www.britishdebate.com/schools/materials/index.asp
http://www.britishdebate.com/universities/resources/ox_roughguide.asp
http://www.britishdebate.com/universities/resources/ox_roughguide.asp
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19.  That we prefer the dollar to the Euro 
20.  That the sun is rising in the east 
21.  That voting in general elections should be compulsory  
22.  That the Monarchy has had its day 
23.  That we should be thankful for trade unions 
24.  That we should send in the clones 
25.  That the carnival is over 
26.  That we are ready to go into space 
27.  That justice is little more than revenge 
28.  That Local Government is neither 
29.  That morality is for other people 
30.  That there should be no restrictions on international migration 
31.  That we should link trade to human rights 
32.  That we should legislate against vilification 
33.  That it isn’t cricket 
34.  That we should all be vegetarian 
35.  That it is better to be wanted for murder than not to be wanted at all 
36.  That we have a right to remain silent 
37.  That Taiwan is a renegade province of China 
38.  That the man in the street has disappeared  
39.  That parents have the right to smack their children 
40.  That public transport should be free 
41.  That secrets should be kept 
42.  That we need a new National Anthem 
43.  That the ‘page 3 girl’ is demeaning  
44.  That multinational corporations have far too much power 
45.  That our sportspersons are poor role models 
46.  That fighting is better than loneliness 
47.  That we should lift the ban on commercial whaling 
48.  That we have no time for chess 
49.  That we prefer organic food  
50.  That there is one law for the rich 
51.  That the lottery is a force for good 
52.  That the death penalty should be restored 
53.  That there are no universal human rights 
54.  That developing countries should reform before receiving international aid 
55.  That primary school children should be educated about illicit drugs 
56.  That we should beat the bullies 
57.  That money corrupts sport 
58.  That we should close the zoos 
59.  That pop is slop 
60.  That global warming is a greater threat than terrorism 
61.  That the Microsoft monopoly should be squashed 
62.  That we are happy to eat Genetically Modified foods 
63.  That the UN has had its day 
64.  That organ donation should be compulsory 
65.  That all school students should learn a foreign language 
66.  That voluntary euthanasia should be legalised 
67.  That space exploration is a waste of money 
68.  That we thank God for America 
69.  That government arts funding is a waste of money 
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70.  That there is too much violence on television 
71.  That soft drugs should be legalised 
72.  That there should be a right to bear arms 
73.  That Santa Claus is a justifiable deception 
74.  That the bride should wear black 
75.  That we have lost our sense of humour 
76.  That all children should attend their local maintained school 
77.  That the odds are stacked against us 
78.  That smoking should be totally banned  
79.  That decent people do not hunt 
80.  That boxing should be banned  
81.  That terrorism is never justifiable 
82.  That everyone should be on a DNA database  
83.  That there should be affirmative action for women in the workforce 
84.  That reality TV has gone too far. 
85.  That pregnant girls should be offered abortions without parental consent 
86.  That the police force should be routinely armed 
87.  That some topics are inappropriate for debate 
88.  That non-human animals have rights 
89.  That arranged marriages should be outlawed 
90.  That we should publish and be damned  
91.  That the assassination of a tyrannical dictator is justified 
92.  That assisted suicide should be legalised 
93.  That criminal trials should be televised 
94.  That it is never justifiable to execute criminals 
95.  That stricter punishment is the answer to juvenile crime 
96.  That English should be the EU’s sole working language 
97.  That we should break the law in order to change it 
98.  That former colonial powers should pay reparations to their former colonies 
99.  That the Commonwealth should be abolished 
100. That we have no faith in faith schools  
101. That factory farming should be banned 
102. That cultural treasures should be returned to their country of origin 
103. That the war on terror can never succeed 
104. That people with dangerous personality disorders should be detained 
105. That developed countries should cancel the poorest nations’ debts 
106. That devolution (in Scotland/Wales/Northern Ireland) is to be regretted 
107. That the Church of England should be disestablished 
108. That the use of performance-enhancing drugs in sport should be legalise 
109. That nuclear power is the best way to meet our energy needs 
110. That our government should actively pursue an ethical foreign policy 
111. That the EU should have a directly elected leader 
112. That extremist political parties should be banned 
113. That socialism has had its day 
114. That liberalism went out with buttoned boots  
115. That we are all feminists now 
116. That flat taxes are the fairest 
117. That higher education should be funded through a tax on graduates 
118. That HIV+ workers should be required to tell their employers of their status 
119. That the House of Lords should become an entirely elected chamber 
120. That there are no such things as universal human rights 
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121. That marriage is an outdated institution 
122. That migration should be strictly for the birds 
123. That the minimum voting age should be reduced to 16 
124. That National Service should be reintroduced 
125. That NATO has served its purpose and should be disbanded 
126. That nursery education should be free  
127. That the long-term benefits of joining the Euro will outweigh the costs 
128. That we reject all violence 
129. That defendants’ previous convictions should be made known to juries 
130. That the NHS should be fully privatised 
131. That MPs should be banned from pursuing remunerated outside interests 
132. That referendums count for nothing 
133. That organised religions have done more harm than good 
134. That the retirement age should be raised to 70 
135. That medical research involving human stem cells should be permitted 
136. That the benefits of tourism outweigh the costs  
137. That all nuclear weapons should be abolished 
138. That the right to trial by jury should be restricted    
139. That vetoes in the Security Council should be abolished 
140. That it is better to plant a cabbage than a rose 
141. That the right to privacy outweighs the freedom to report  
142. That Turkey should be welcomed into the European Union 
143. That there should equal prize money for sportsmen and sportswomen 
144. That governments should never negotiate with terrorists 
145. That science has gone too far  
146. That everyone should be required to remain in school until they are 18 
147. That life is too short 
148. That we should sacrifice some civil liberties in the interests of security 
149. That attending school interrupts education 
150. That the consumer gets a raw deal 
151. That there are fairies at the bottom of the garden 
152. That we are blinded by our beliefs 
153. That we shall overcome 
154. That the USA is a failed Superstate 
155. That anyone who goes to see a psychiatrist must be crazy 
156. That we prefer romance to reality 
157. That dental treatment should be free 
158. That astrology is humbug 
159. That opportunism is the only rational philosophy  
160. That formal prayer in schools should be outlawed 
161. That economic well-being is a greater good than liberty 
162. That there are more snakes than ladders 
163. That the UK no longer needs an army 
164. That we do not know right from wrong 
165. That we should go back to basics 
166. That  parents know best 
167. That our motorways lead only to chaos 
168. That the Celtic fringe is the lunatic fringe 
169. That celibacy is outmoded 
170. That there should be a national police service 
171. That a congestion charge should be introduced in [our city] 
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172. That there should be a levy on every e-mail message 
173. That we are proud to be politically correct 
174. That crime does not pay 
175. That imprisonment works 
176. That intelligent design is an unintelligent fabrication 
177. That HIV/AIDS is more a product of poverty than of promiscuity 
178. That alternative medicine is no substitute for the real thing  
179. That the military mind is offensive 
180. That Britannia waives the rules 
181. That American culture is an oxymoron 
182. That the world is flat 
183. That we should send a gunboat 
184. That age discrimination in the workplace should be outlawed 
185. That prostitution should be legalised 
186. That we should look before we leap 
187. That we should turn the music down 
188. That the UK should cease exporting arms 
189. That our education system is failing us 
190. That home is where the heart is 
191. That all good things come to an end 
192. That the best things in life are immoral, illegal or fattening  
193. That mysticism is madness 
194. That things fall apart 
195. That knowledge is power 
196. That it’s the thought that counts 
197. That we have kept the faith 
198. That we have too much choice 
199. That it’s all going pear-shaped    
200. That Churchill is the greatest Briton  
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D2  Stage Management 
 

Although less complicated than in other performing arts, stage management is an important part of 

successful public speaking.  The speaker, chair and organiser of the event should consider the 

arrangement of the room, the seating and any visual aids in order to provide the speaker with the 

opportunity to perform with minimal distractions and maximum impact.   

 

Most Speakers Clubs use a standard layout which is likely to be theatre or Conference style. Whilst 

this is often because it suits the style of speaking most commonly seen in clubs, it can be valuable to 

change the arrangement from time to time to give speakers experience in preparation for different 

situations.  For instance, members may have to give a business presentation or lead a discussion that 

would benefit from a different layout.  It allows members to explore the benefits and drawbacks of 

the different approaches in a safe environment before using them in outside assignments.  Careful 

stage management can improve your presentation in many ways. 

Arranging the Room 
To allow the room to be rearranged in good time to ensure that the performance appears seamless 

and professional, the following considerations should be made. 

 
Different seating plans are appropriate for different kinds of presentation or audience. It may be the 

traditional theatre style, classroom style, conference table  or a single row of seats in a semi-circle   

 

Theatre, or as it is sometimes known, lecture style, is commonly used for situations where 

communication is  to be from a speaker to an audience which generally has a good view of the 

speaker and any screens being used  The audience will have some difficulty taking many notes 

without a base to write on.  Contributions from the floor tend to be more difficult, because only 

those in the front row are able to contribute and have eye contact with the rest of the audience 

most of whom are unlikely to hear what is being said.  The Chair should, if necessary repeat a 

question for those who may not have heard.  In  a long narrow room, consider placing the speaker in 

the middle of the long side which brings the audience closer to the speaker and still allows for eye 

contact. 

 

Classroom style has very similar characteristics to theatre but will probably accommodate only about 

a third of the number that would have fitted into theatre style. The provision of desks or tables 

allows the audience to take notes or refer to books and other reference material during the 

presentation. Sometimes lecture chairs are provided. These have a small table attached to the arm 

of the chair enabling the audience to take notes without the barrier of a table or desk. 

Whether the room contains a round or rectangular table, it is essential that the speaker is placed at 

a point which allows maximum eye contact. Using a semi circle of chairs may be best for small group 

presentations or discussions. This allows for the use of a flip-chart, makes it easy for participants to 

see each other and to contribute.  It also creates an informal atmosphere that encourages 

discussion.
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Environment 
In addition to the seating plan there are other factors for consideration when preparing for a 
presentation. 
 
The effectiveness of the presentation should not be compromised by some members of the 
audience being unable to hear what is being said or to see any presentation aids. Consideration 
needs to be taken in advance regarding the heating, light, sound and ventilation.   
 
The space in which the presentation is to be made also needs to be considered.  Speaker should be 
able to stand comfortably without being crowded and should be able to move to the podium 
without any difficulty.  They should also have somewhere to place notes and to keep any 
presentation aids out of sight until they are needed.   
 
If such aids are being used, sight lines should be checked from various places in the room before the 
audience assembles.    
 
Try to minimise the effects of any possible visual distractions which might impair the concentration 
of the audience.
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D3  Reading Aloud to an Audience 
Purpose 
Most of us find that, occasionally, we are asked to read prose or a poem aloud to an audience. Not a 

speech we have written ourselves to read aloud (C8) but a piece of text that someone else has 

written. This skill is frequently tested in an examination situation by accreditation boards and is 

sometimes used in some clubs as an alternative to a prepared speech. 

Whatever the situation, there are certain techniques of presentation that can be considered and 

practised. The preparation exercises outlined in this section will help with development of reading 

aloud capability and with all the other aspects of speaking to audiences, in which members of ASC 

engage.   

How To Achieve It 
Breathe slowly Read slowly  

Scan the passage of prose or poetry. Look for such things as: 

• figures to be read e.g. £30.00 or £300,000  

• names can be long and complicated  

• difficult words  

• places to pause and take a breath  

• punctuation marks and speech marks  

Try to absorb the overall feel and tone of the text.  This is essential if you are to share your reading 

with the audience. 

Memorise the opening sentence, look at the audience and speak the opening lines to them.  This 

would not be of such importance if your speaking were being recorded for later play-back, as with 

"Talking Newspapers and Books". However, it is always essential with a live audience to make eye 

contact with them with your opening words. 

The Reading  
Stand well-balanced on both feet or sit upright, whichever  is appropriate for the occasion. You need 

to get air into your lungs; being hunched up looking down restricts the air capacity of the lungs and 

visual contact with the audience is not as easy. Breathe slowly. 

Be positive about the piece you are about to read. If you think what you are reading is boring, it will 

sound boring.  Look up, smile then speak the memorised opening line.  To read to an audience, you 

need good eye contact to make them feel involved.  

Read slowly, looking ahead for pauses and meaning or to where changes of pace are possible.  Note 

punctuation marks.  Change pitch and pace to emphasis the meaning.  

Use your voice effectively.  Don't shout but ensure you project your voice to the back row of the 

audience, or two rows behind it, if possible (See the voice exercises in D4). 

Use facial expressions or other gestures, if appropriate, to develop rapport with the audience. 
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Don't ever be afraid to pause to give your listeners time to take in what you are saying.  If you are 

conveying something you feel is important, pause both before and after it to make the meaning 

stand out.  

Practise by reading aloud at every opportunity.  Share your reading with an imaginary audience by 

looking up at intervals and delivering the line to them 

Be natural. Be yourself. Sincerity is everything.  

Suggestions  
There are several techniques which can help with some, though not all, reading aloud situations.  A 

sight-reading from a book, for example, would preclude the use of a highlighter pen. 

• Move your finger down the margin of the page, unseen by the listener, to keep your place.  

• Underline or use highlighter pen, where possible.  

• Substitute words that could give you difficulty.  

• If you miss a word out it probably won't matter but if it does, just say you will read it again.  

Don't apologise as you will draw attention to your error.  

• Pauses:      

Count one at a comma, two at a full stop, three at a paragraph.  Memorise the next opening 

phrase and look up and speak it to your audience.  

• You may find it helps to read to yourself in the mirror.  Make good eye contact with yourself. 

• Look up as you speak memorised passages.  

• Remember....  

Say the author, date, title, and subject matter at the beginning.  It gives you time to think and 

accustoms the audience to the sound of your voice. 
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D4  Relaxation, Breathing and Vocal Exercises 

Purpose  
All public speakers will benefit from most of the following exercises, be they giving a prepared 

speech, an impromptu speech or reading prose or poetry aloud. 

It is not necessary to complete all of these exercises.  You will not always have time.  Choose the 

ones that you feel address your personal weaknesses and will improve your presentation and reduce 

your tension.  

Relaxation Exercises  
• Raise your shoulders right up towards your ears and let go.  Repeat five times to release tension 

 in your neck and shoulders.  

• Roll your shoulders backwards four times and roll them forwards four times. 

• Shake your hand at your wrist joint, then your arm at your shoulder joint and finally, let all your 

 upper body shake, including your head and lips.  

• Yawn to your full extent.  

• Tense all your muscles and release.  Repeat twice just before you are about to speak. 

Breathing Exercise 
Place your hands on your ribs, take a deep breath and count aloud on that one breath.  Repeat 

several times, trying to increase the number you are able to count without straining and extend your 

voice to the far corners of the room.  

Vocal Exercises  
Take a deep breath through your nose; hold for a count of five; on the outgoing breath, repeat the 

following sequences making sure that you hum the initial letter and sound the consonants at the 

end.  

  m........oh.......n  

  m........aw......d  

  m........as........t  

  m........ay.......d  

  m........ee........k  

 

 

Take a deep breath through your nose; hold for a count of five; repeat the above sequences on the 

outgoing breath as if to: 

 an intimate group of people  

an audience in a small room  

an audience in a hall  

an audience in a large hall or theatre.  
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Say the alphabet aloud, opening your mouth wide to exaggerate each sound.  

Say the alphabet conveying various feelings with your voice e.g. happiness, sadness, anger, 

sympathy, reverence, fear 

.  

Replace the alphabet in the above exercise with short phrases such as: 

 "Who is that"? "Hello". "It's dark". 

 Repeat them, lowering your voice a little each time, then raising the pitch. 

 

Choose a sentence and repeat it. On each repetition emphasise a different word in the sentence. 

This will convey a shift in meaning.  e.g."He says she won't stay tonight". 

   "He says she won't stay tonight" 

   "He says she won't stay tonight" 

   "He says she won't stay tonight" 

   "He says she won't stay tonight" 

   "He says she won't stay tonight" 

 

Say any sentences with different inflections to convey mood or enquiry.  

Repeat five times, "The tip of the tongue, the teeth and the lips". 

There are any number of tongue-twisters which you should say to help with articulation: 

• Five fat families filled our village hall to over flowing.  

• Soon the summer will smile on the lazy pleasures of swimming and sunbathing.  

• After church we lunch cheaply on chops and chewy cheese.  

Finally 
Remember that you are there because you want to speak You have something worthwhile to share 

with your listeners, therefore be natural, be sincere, be relaxed and BE PREPARED. 
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D5  Speaking in Hostile Environments (Heckling) 
 

Purpose 

Having completed the ten basic speech assignments, it is a natural progression to use these 

experiences to communicate effectively under ALL circumstances. 

This assignment is designed to give practical guidance for both speaking naturally under external 

pressure from a hostile audience and for this ‘uncontrollable situation’ to be controlled effectively 

but minimally by the chair. 

In a democratic society where free thought and debate is paramount, there are occasions where 

ideas require justification to a hostile audience.  This audience, through many reasons and motives 

of their own, does not accept and will not allow the speaker to succeed in this mission.  This exercise 

is to assist the speaker to achieve the communicational objectives throughout all verbal opposition. 

How to Achieve Acceptable Hostile Environments. 
The speaker is required to select the appropriate speech for this assignment.  A speech that is 

provocative and controversial, not necessarily a subject that the speaker agrees with, would be ideal 

for this exercise.  This will induce natural heckling responses from the audience. 

Examples of appropriate speeches for this task are: 

Why Britain contributes nothing to the European Union. 

Why are we taxed so leniently? 

Why are males such natural leaders of society? 

Why are all motorists good-for-nothing climate busters? 

The speaker is required to declare approximately 30% extra time beyond normal speech time.  This 

time is needed for the speakers to defend themselves against anticipated heckling from the 

audience. 

The speaker should have at least 1-minute ‘settling in’ time before heckling commences.  This can be 

achieved by the use of lights or personal timing or with a hand signal from the Chair to the audience. 

The speaker is free to respond to heckling in any way they feel. 

Examples of speaker responses are 1) Reasonable, firm argument. 2) Bluff. 3) Agreement. 4) 

Manipulation. 5) Ignorance. 6) ‘Put downs’. 

The audience is required to heckle only on the content of the speech. 
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The Chair is required to intervene as little as possible.  Intervention will be necessary if audience or 

speaker resorts to verbal abuse, personal attack, over repetitive statements or uncontrolled 

passions. 

The Evaluator is required to assess: 

• that the speech is appropriate for heckling 

• how effective the speaker’s responses have been to heckling 

• how  hostile the environment has been. 

and should also: 

Compliment strengths and advise on improvement 

This exercise can be used as a ‘one off’ assignment alongside others during the meeting.  It can also 

be used with other ‘heckling’ assignments from speakers during a specific heckling exercise meeting. 

These guidelines can also be used for ‘heckling’ topics and ‘heckling’ debates. 
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SECTION E 

ADMINISTRATION AND FORMAL PROCEDURES 

 

E1  Duties of Club Officers 

 

It is desirable for clubs to use the same titles for officers who perform similar duties.  This is not 
binding upon clubs but makes for easy-to-understand relationships and responsibilities between 
clubs and from clubs to Area, District and National levels. 
 

Terms and Method of Election 
The suggested officers are President, Vice-President, Education Director, Secretary, Treasurer.  Other 

functions sometimes separately identified at club level are Social Secretary, Publicity and 

Membership officers.  It is recommended that the term of office for club committee members 

should run from 1st. June until 31st May following. 

 

A club President generally serves for a maximum of two terms. Other officers may be re-elected to 

serve subsequent terms, and indeed this is desirable in the case of Secretary, Treasurer and 

Education Director where there is a need for continuity. 

 

It is desirable that potential presidents should serve in a number of posts in preparation for their 

role. Elections should take place at the club's Annual General Meeting. The A.G.M. may be held at 

any agreed time in the session, but the new Committee do not normally commence their duties until 

1st June. 

 

It is recommended that a nominations committee or a system of written nominations be adopted to 

ensure there is a well-considered set of nominees presented to the A.G.M., although nominations 

from the floor at the A.G.M. must be allowed.  It is rarely too early for the matter of succession to be 

considered and discussed. Whenever there is competition for a particular office, an election should 

be held. 

 

All the officers, together with the Immediate Past-President, constitute the Club's Executive 

Committee, which should be prepared to assume considerable responsibility for the club's affairs, 

referring only matters of major importance to the general membership. In order to ascertain the 

views of the club. 

 

The President 
The President’s role is to direct and co-ordinate the work of the club Executive Committee and act as 

Chair of committee meetings.  The President is a member of the General  Council of the Association, 

together with the District and Area Councils. They are not merely a Club delegate but should 

exercise their own opinion,although no doubt with  the knowledge of Club views. 
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Main Responsibilities 
• Ensure that the club's affairs are conducted in conformity with the aims and objectives of 

ASC, having regard to the club constitution and standing orders and those of the National 

Association. 

• Represent the club on all occasions where such representation is required. 

• Ensure that the club's obligations to Area, District and to other clubs are fulfilled.  Organise 

the Club competitions, these should be completed at least 4 weeks before the Area contests. 

• Organise the Club’s Annual General Meeting (AGM), the Education Director should set the 

date in the club programme.   

• Ensure that a Nominations Committee is convened in good time to propose nominees at the 

Club’s AGM.  

Advice to Post Holder 
Attend the new Area President’s first Area meeting, normally before the start of the new term.  At 

this meeting, dates for inter-club visits should be agreed.  Have your club’s proposed dates ready.  

Remember in your dealings with your Area President that you are responsible to your club first.  

Listen to your Area President’s advice and suggestions but run your club your way  Your Area 

President may have different priorities from yours.   

 

There is no hard and fast rule as to how many committee meetings to hold or when to have them.  

Don’t be bound by previous practice and only hold committee meetings when there are important 

matters to discuss. 

 

Mailings are sent by the National Secretary to Club Secretaries and Club Presidents on 15th August, 

November and March. In many cases these will be sent electronically and it is essential that you 

access them immediately and possibly forward them to other club members.  Contest Rules are 

circulated in the August mailing and are then available on the website.  Ensure that your club 

conducts its competitions in line with the latest rules.  

The Vice-President 
The Vice President deputises for the President when necessary.  Responsibilities vary according to 

local club needs but may include recruitment, development, and publicity. 

The Secretary 
The Secretary is responsible for filing, club records and archives.  All incoming and outgoing 

correspondence should be routed through them.  The Secretary is the main channel of 

communication and the source of most of the information about the club's activities.  

Main Responsibilities 
Ensure the smooth running of the club 

Record the business of the club 

Keep the club’s prime documents ( Charter, Constitution and Rules and Archive) 

Deal with club correspondence 

Maintain the club membership record
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Advice to Post Holder 
You should take notes during each club meeting and produce typed minutes in advance of the next 

meeting (the minutes can be emailed to members instead of producing hard copies). The minutes 

should not be read out at the following meeting.  They should only record essential points, 

concentrating on the business meeting, especially any decisions taken.  They should also record the 

speakers, their assignments and the decision of their evaluator.   

 

Expect the first mailing (of three) by email (or post if requested) from the National Secretary on 15th 

August.  If it doesn’t arrive by the end of August contact the Area President.  It will contain minutes 

of the April meeting of the General Council (which will include the note of next year’s Capitation Fee) 

and the latest rules for competitions. The other two mailings will arrive in November and March. The 

November mailing will contain details of the National Conference that is held in April. The March 

mailing will contain the club directory form which should be filled in by the outgoing Secretary 

before handing over on 1st June.   (see also notes regarding web-based mailings in the earlier 

information for the President). 

 

You should prepare and send out an agenda for committee meetings at least a week in advance. You 

should take minutes of these meetings, keep them brief and focus on the decisions taken, actions 

required and by whom.   

 

The Club President may agree to joint meetings with other clubs in the Area (and possibly District).  

It is your responsibility to contact the other club(s) to confirm their invitation and asking them to 

provide a speaker, evaluator and general evaluator (or as required).  

 

When prospective members  attend club meetings, get their contact details and follow up those who 

don’t appear a second time.  Phone or email them and ask why they did not come back and if there 

is anything they would prefer to see done in the club.  This may take some tact and diplomacy but it 

is essential to provide useful feedback on club activities.  If you are not happy doing this then make 

sure another committee member (possibly the President) takes on this task.  

You should keep an up to date record of members’ contact details.  If a regular member stops 

coming, follow this up in the same way.  If a member moves to another area of the country then 

encourage them to join the local club by putting them in contact with the National Secretary.   

 

You should be familiar with standing orders and with the structure of ASC and hence should be able 

to advise and remind other officers of their duties and obligations. It is recommended that the 

Secretary should serve for more than one year to provide continuity for the club
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The Education Director 
The Education Director is responsible for the club’s programme of speaking events throughout the 

year.  They have a large influence on the club’s development and its members’ development as 

speakers.  They are also responsible for ensuring the club is aware of and uses all of the materials 

available to it. 

 Main Responsibilities 
• Usually produces the Club programme, assigns and notifies members of their places on the 

programme of speakers.  In some circumstances, this may be done by Committee. 

• Maintains a record of assignments to encourage the educational development of members 
according to their individual needs. 

• Stays up to date with and is full aware of the published material from ASC and applies it to 
Club activities where necessary.  

• Ensures that full use is made of this Guide.  

• Arranges educational talks, speech contests, debates and all other activities to provide a 
stimulating and interesting programme. 

Advice to Post Holder 
Prepare the programme well in advance of the new term to allow members plenty of preparation 
time.  
 
Monitor the progress of members through the assignments and ensure that speakers continue to try 
and improve.  When members pass the necessary assignments you should apply for certificates from 
the National Education Director and ask the Club President to present them. The appropriate 
application form is available from the Education Download section of the website. 
  
Be prepared for your programme to change frequently  You should plan for members being unable 

to fulfil assignments,by having a backup plan.  Experienced members should be able to offer a “back 

pocket” speech (i.e. a previously prepared speech they can give at short notice), you could prepare a 

reading for a member to give if you’re left with a hole in your programme.  You could even ask a 

member to do an impromptu speech (Assignment C1) 

 

Try to vary the programme by offering a range of speaking opportunities to members, such as: 

educational talks, readings of poetry and prose, speech competitions and debates.  There are also a 

number of panel games that lend themselves to a speaker club format. Some that have been on TV 

and Radio in the past are Just a Minute, Call My Bluff and The Unbelievable Truth.   

 

A suggested agenda for a club evening follows.   This should not be seen as prescriptive and you 

should shape your meetings to suit your members.  The length and detail of the business meeting 

can vary from club to club, some clubs prefer to keep it short whilst others allow all officers to report 

and have members ask them questions.  You may wish to give speakers particular assignments in 

advance or allow them to choose.  You could also switch the programme around and take the topics 

first with the speeches after the break.  If numbers are short you can merge the Topics Evaluator and 

General Evaluator’s roles.  You can also add an ice breaker after the business meeting to offer all 

members a warm-up.  
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Club Evening – Suggested Agenda 
Business Meeting 

1. Apologies 
2. Minutes of the Last Meeting 
3. Matter Arising 
4. Correspondence (Optional) 
5. Reports (Optional) 

a. President 
b. Education Director 
c. Treasurer 
d. Social Director 

6. AOCB 
Speaking Programme 

7. Speech 1 
8. Speech 2 
9. Evaluator 1 
10. Evaluator 2 

Break 

11. Topics 
12. Topics Evaluator 
13. General Evaluator 

 

A suggested agenda for the Club AGM follows, unlike club meetings these meetings must follow a 

fairly similar format with little option for innovation.   

 

Club Annual General Meeting (AGM) – Suggested Agenda 
 

1. Apologies 
2. Minutes of last AGM 
3. Matters Arising 
4. Club Officers Reports 

a. President 
b. Secretary 
c. Treasurer 
d. Education Director 
e. Other Officers as appropriate 

 
 

5. Election of Officers 
a. President 
b. Secretary 
c. Treasurer 
d. Education Director 
e. Other Officers as appropriate 

6. Next Year’s Subscription Rate 
7. Any Motions Tabled for Discussion/Decision 
8. AOCB 
9. Installation of New President (If appropriate)
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The Treasurer 
The Treasurer’s key role is to ensure that the Club stays in a financial healthy state.  They should do 

this by assessing the likely costs to the club (including room hire and Capitation Fees to the National 

and District Treasurers) and advising the club on the rate of subscription required to cover those 

costs.   

 

Main Responsibilities 
• Ensures the club remains financially sound 

Keeps the club accounts 

• Advises the club as to its financial position  

• Collects dues and subscriptions and passes on capitation fees etc. as required to both 
District and National treasurers.  

• Purchases items from the National Materials Officer such as copies of “The Speakers Guide”. 
for resale to members or to be held in the club stock  

• Produces an annual balance and statement of account, duly examined by a third party. 
 

Advice to Post Holder 
Aim to collect subscriptions from all members by the third meeting of the term to ensure there are 

enough funds in the club account to pay capitation fees at the end of the calendar year.  New clubs 

pay no National Capitation fees in the first year of existence and only pay 50% in the second.  You 

should make sure capitation fees are paid by 31st January.  Separate payments are required by the 

District and National Treasurers.  

 

Upon taking the role of Treasurer you should arrange to have the signatories on the club account 

changed.  Clubs typically have three signatories on their accounts (often the President, Treasurer 

and Secretary) of whom two are required to sign any cheques.  

 

It makes accounting easier at the end of the year if you try to avoid dealing in cash where possible.  

Pay for room hire and the like by cheque or standing order.   

 

You should ensure that the accounts are up to date and examined by a third party in advance of the 

AGM which is usually held in the spring.  You must be able to announce a balance of funds and 

recommend a subscription rate.  When considering what rate of subscription to charge you should 

take account of 

• number of meetings 

• cost of room hire 

• likely Capitation Fees 

• other Expenses e.g. printing, advertising, stationary and web hosting
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Webmaster 
It is vitally important that Clubs have a web presence.  It is often the primary means of recruitment 

and many potential members will search the web when considering joining you.  It is the 

webmaster’s job to build and maintain the website and the rest of the club’s online presence (such 

as the Club’s presence on social media and listings on various websites).   

 

Main Responsibilities 
• Design, build and maintain club website and/or presence on social media 
• Manage club email 
• Advise enquirers to the website 
• Publicise the club through social media 

 

Advice to Post Holder 
Rather than building a website from scratch it is possible to buy a design off the shelf and just add 

your own text and pictures.  If you don’t want the demands of managing your own website you can 

set up a page on a social media website.   

 

Ask other committee members to provide content to the website, your primary job is in site design 

and maintenance.   

 

Many web hosting services will offer email along with hosting. Take advantage of this by using 

generic email addresses (such as secretary@examplespeakersclub.co.uk) so that the mail from them 

can be redirected when officers leave their posts.   

 

Take advantage of free analytics applications that allow you to track the use of your website and 

maximise the traffic to your website by optimising it for search engines.  

 

Social Secretary 
The Social Secretary (sometimes called Social Director) has mixed responsibilities and these vary 

considerably between different Clubs.  

 

The following list includes duties often allocated to other officials 

• Layout of room and general accommodation on Club nights.  
• Catering arrangements. 
• Custody and provision of gavel, lectern, stop-watch, lights, and any other necessary 

equipment. 
• Liaison with the landlord, caretaker or owner of the room. 
• Act as 'host' & welcomes visitors and guests, introducing them to the Club members. 
• Organise Club social occasions e.g. the Club Dinner 

 

The Immediate Past-President 
The principal function is to ensure continuity from one session to the next, helping to maintain Club 

traditions and continuity without impeding progress and development.

mailto:secretary@examplespeakersclub.co.uk
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General 
Provision should be made in the club's bye-laws for the removal from Office of any officer whose 

contribution to the work of the Executive Committee proves unsatisfactory.  Whilst such a situation 

is rare,  it can arise and the consequences of failing to act can be disastrous. Each officer should be 

required to report, normally at the A.G.M., on work done during the year.  Members should be given 

the opportunity to ask relevant questions.  It is permissible to combine two or more offices and/or 

to reallocate various duties between officers.  Thus the Secretary and Treasurer might be combined.  

Additional officers might be appointed eg. a Minute Secretary.  The quality of a club can be judged 

by the quality of its officers, who so frequently represent it.  When electing a committee, consider 

efficiency, ability and common sense before sociability, sentiment and long service. ASC is basically 

an educational organisation and one of the most important factors in its success - or failure - is the 

club officer. 

 

Beyond the Club 

 

Area Organisation 
The 'Area' is the body responsible for the co-ordination and development of clubs.  Areas will 

typically cover three to eight clubs, and geographically two or more counties.  The Area is 

administered by an Area President, supported by a committee consisting of the Vice President, 

Secretary and representatives of the clubs (the club President and one other delegate). The Area 

President must give advice, guidance and active help to support the Clubs in the Area.  In addition, 

Areas run the first proper round of the National Speech and Evaluation contests.(Clubs select a 

contestant to represent them in these contest. This may be by competition or nomination) 

 

District Organisation 
The 'District' is the mainly administrative body, which manages finances within the District and 

provides the link between Areas and the National Executive. The District is administered by a District 

President, supported by a committee of the Vice President, Secretary, Treasurer and the Area 

Presidents. The District President attends the National Executive meetings and provides a two way 

link between Areas and the National scene. Districts also levy a 'capitation fee', which covers the 

expenditure of both the District and its constituent Areas (as Areas do not raise money directly). The 

District runs the ssecond round of the National Speech, Evaluation and Topics contests. 

 

Constitution/Model Rules 
Further information on how Club, Area and District should operate is contained in the appropriate 

Model Rules and Club Constitution.  After any amendments have been approved, these are issued 

from time to time in the  mailings which  remain on the website until superseded by the one issued 

the following year.
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E2  The Conduct of Formal Business Meetings 

Purpose  

Most meetings are convened to allow full and reasonable discussion by the participants, before 

reaching decisions.  This section sets out, therefore, to give guidance to members in the conduct of 

their normal quite formal affairs, from club to National, so that they may understand and fulfil their 

rights and obligations, whatever their role in the meeting.  It is hoped that it will prove sufficient also 

for those taking part in the formal business of most societies and organisations which depend on the 

work of the amateur.  Members taking the Chair should also read Section E3. and for even greater 

detail refer to Citrine’s ABC of Chairmanship (1982). 
 

Basic Essentials 

Preparatory Information – see also Stage Management D2 
For the meeting to be properly convened, the advance notice should state the venue, time and date 

of the meeting and should comply with the period of notice specified in the Standing Orders, being 

at least 14 days.  

All those entitled to attend a meeting must be given sufficient information to enable them fully to 

appreciate the situation.  Every member must be afforded full opportunity to make a contribution to 

the debate.  It must also be made clear from the start exactly what course of action the members 

are being asked to take, to ensure that meetings do become too lengthy. 

Objective of Meeting 
Every meeting must have a clearly defined objective, or set of objectives, clearly set out in the notice 

calling the meeting.  Dissemination of information, collection of views, discussion of problems 

and/or taking of decisions are all possible valid objectives.  Scope must also be allowed for the 

introduction of matter which, while not essential to the original motive for calling the meeting, is 

nonetheless considered to be relevant by those in attendance. 

Agenda 
This means "things to be done".  The agenda should be clearly set-out and sent to members with the 

notice calling the meeting. The following items should appear in some manner on the agenda: 

a) The approval of the notice calling the meeting. 

b) The recording of attendance and apologies. 

c) The relationship with previous meetings and clear-up of outstanding business in connection 
with these, i.e. minutes and business arising.  

d) A precise statement of the nature of the main business to be done. 

e) An opportunity to discuss further matters, which are relevant to the general purposes of the 
meeting, i.e. Any Other Competent Business (AOCB). 
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Part (d) should comprise a complete list of the business to be transacted, with all motions put 

forward for consideration being stated fully. 

Conduct in Meetings 
To allow ordered debate, all remarks should be addressed through the Chair.  Any member wishing 

to speak should "catch the Chair's eye", usually by raising a hand.  When invited to speak, 

acknowledge formally by saying "Chair".  The floor will then be left clear for the member to speak.  If 

the Chair needs to stop them speaking the Chair will rise and the member should immediately stop 

speaking and sit down.  

Formal Business 
The agenda is often somewhat brief and formalised and it is one of the principal duties of the Chair 

to clarify any points of difficulty, guiding the meeting through the agenda before them.  Items that 

customarily occur early in the agenda should be carefully dealt with, having legal significance.  The 

Chair should: 

• ensure that the Attendance has been compiled and recorded 

• ascertain that the meeting is quorate  

• see that apologies are announced and recorded 

• ask for the meeting‘s formal approval of the notice calling the meeting 

 

The quorum is the minimum number of members who must be present for any business to be legally 

transacted and should be specified in the Standing Orders.  If fewer than the minimum are present, 

any decisions taken would not be valid until approved at a later, quorate, meeting.  Thus, the Chair is 

advised to adjourn and rearrange the meeting, although this is not compulsory.  

If the meeting is quorate, apologies for absence should be recorded and the Notice calling the 

meeting should be read by the Secretary.  The Chair should then ask for a proposer and seconder of 

the motion to approve the Notice and, when agreed by the members, should announce that the 

meeting is properly called and constituted and have these facts recorded in the minutes.  

The minutes of the previous meeting should have been circulated to members.  If not, they should 

be read out at the meeting.  The Chair should ask for a proposer and seconder for approval of the 

minutes.  When approved by vote as correct, the copy should be signed by the Chair.  Errors should 

be corrected and initialled.  

Under guidance from the Chair the meeting should deal with matters arising from the minutes. The 

Chair should be ready prepared and decided which matters can be dealt with there and then and 

which can be left most appropriately to a later item on the Agenda. This is the point for brief reports 

on actions taken, not for a general debate on the business transacted at the last meeting. 

Correspondence and reports should be dealt with and approval by members should be sought. It is 

courteous to express the meeting‘s thanks to the people responsible for reports. 

Items to be raised under AOCB should be few and indicated early, preferably prior to the meeting.  
This will enable planning of time, necessary information and possible incorporation into the business 
already on the agenda. 
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Main Business 
The main business should be transacted in the order as on the agenda, unless the meeting agrees to 

a change in order.  

Matters put before a meeting for consideration are 'motions' and are either: 

a) those moved in relation to the business of the meeting - usually known as 'substantive' 
 motions 

 or  

b) those moved with a view to deferring or avoiding a decision - known as 'procedural' 
 motions. 

A motion becomes a resolution when it has been voted on and agreed. Most resolutions are 

Ordinary Resolutions, i.e. they require only a simple majority for them to be passed, or carried. 

Sometimes, a Special or Extraordinary Resolution is required, e.g. for changes to the Constitution.  A 

two-thirds majority may be required in these cases, according to Standing Orders. 

Substantive motions 
The main business to be transacted should always be in the form "The motion is THAT . . . (such and 

such a thing be done)", in writing, wherever practicable, leaving no doubt or ambiguity as to its 

intention. 

Acceptance of a motion is a matter for decision by the Chair.  If it is merely facetious or is offensive, 

it should be declined.  The Chair should see that it is expressed in the affirmative, ensure that it is 

not a re-phrasing of a motion which has already been decided earlier in the meeting and judge 

whether it is competent and relevant. 

The question of competence will seldom arise at club meetings.  However, a couple of examples are 

included to illustrate the point: 

a) if the constitution and bye-laws stipulate that 'x' days' notice of any proposed change 
 therein must be given, a motion to effect a change without such notice would be ruled out 
 of order; 

b) if a special meeting has been convened to transact specified items of business, any motion 
 outside the scope of the intimated business would not be competent.  

   With reference to (a) above, the underlying reasons for requiring notice are: 

1) that equity demands that no member should be placed at a disadvantage by being 
 confronted with unexpected decisions on matters of importance;  

2) that all active members have a constitutional right to participate in decisions affecting their 
 rights, privileges and obligations as members. 

Hence, the Chair should not accept a motion dealing with increases in dues, major alterations of 

policy, etc, if it had not been previously put forward, unless there is a full attendance of members. 

Instead, the motion should be treated as a notice of motion for a later meeting of which members 

will be previously advised. 

The question of relevance usually arises where a subject is being discussed without the immediate 

moving of a motion.  The motion later proposed should relate directly to the matter which has been 
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under informal discussion and not to a secondary idea.  For example if the subject under discussion 

is 'Evaluation' and a member eventually rises saying, "Too much time is spent on Evaluation; I move 

that the length of the set speeches be increased", the Chair must rule that the motion is out of order 

on the ground that it is irrelevant.  

The member would, however, be entitled to propose the motion after the matter under discussion 

had been disposed of and a tactful Chair would incorporate this in their ruling. 

The proper procedure is for the Chair to call on the proposer to read out their motion to the 

meeting.  The Chair then calls the seconder, who should simply say, "Chair, I second the motion". 

The members must have it made clear to them exactly what they are asked to agree to and it is one 

of the duties of the Chair to see that this is done.   

So the Chair then 'states' the question by repeating, "The motion is that ......", and invites the 

proposer to speak in favour of their motion.  Following the proposer, the Chair then invites the 

seconder to speak.  At this point, the seconder may speak, decline the offer entirely, or reserve the 

right until later in the debate. 

The motion is now regarded as being the property of the meeting and the members can proceed to 

discuss it.  The discussion will be governed by the Standing Orders of the club.  These are the rules of 

debate and procedure by which the club has previously agreed to abide and will include such 

matters as the right to speak, the right of reply, the method of taking amendments to a motion, 

voting powers and the method of voting. 

The Chair needs to control the proceedings with care and impartiality.  There should be a time limit 

on contributions of, say, five minutes or according to Standing Orders, and both sides of the debate 

should be given fair hearing.  Any member wishing to speak should say, "Chair, I rise to speak in 

favour of (or against) the motion".  Normally, no member may speak more than once to the same 

question (i.e. motion) except the original mover of the motion who has the 'right of reply', which 

may be exercised immediately before the question is 'put' by the Chair (see below). 

By 'putting' the question, the Chair is in fact inviting the members to vote in favour of or against the 

motion.  The question will be 'put' when the Chair is satisfied that all reasonable arguments about 

the motion have been aired and that sufficient time has been given for reasonable discussion.  The 

Chair now states that, "the question is that................" and calls for a show of hands - first of those in 

favour, then of those against and finally abstentions.  The results must be recorded by the Secretary 

in the minutes. 

Right of reply 
The point at which the right of reply can be exercised is the moment immediately before the first 

vote, i.e.  

a) if no amendment has been moved, immediately before the motion is put to the vote;  

b) if an amendment is moved, immediately before the amendment is put to the vote.  
  

The effect of the carrying of an amendment is that a fresh question arises and the mover of the 

original motion, while free to speak subsequently, no longer has a right of reply.) 
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If the right of reply is not exercised at the proper time, it falls, so the Chair, before putting the 

question to the vote, should ascertain if the member wishes to exercise the right.  First, the Chair, 

should ask if anyone else wishes to speak, as the Chair must close the debate when the mover of the 

motion has replied.  The remarks in the reply should be limited to no more than 3 minutes and 

should not introduce any fresh material, (for which the Chair should be watchful), but merely 

summarise and attempt to rebut contrary arguments. The proposer may choose not to exercise this 

right. 

Amendments 
Frequently the terms of a motion do not wholly satisfy some members.  They do not object to its 

main purpose but wish to clarify, to strengthen or to modify its proclaimed aim by deleting, inserting 

or substituting certain words.  Such suggested alterations are proposed as amendments.  There are 

many different methods of handling amendments and it is advisable that, throughout the clubs in 

the Association, there should be one standard method.  

For simplicity, it is recommended that the method should be one amendment at a time.  This means 

that amendments to an amendment are not allowed.  Second or further amendments are permitted 

only after the first amendment has been withdrawn or put to the meeting and decided. 

Whenever an amendment is moved on a motion, it becomes the immediate question to be decided 

and no further amendment will be accepted until the first is disposed of.  If the amendment fails, the 

original motion is put again and is open to further amendment.  If the amendment is carried, the 

amended motion is put and is open to further amendment. 

Three points should be specially noted:- 

1. When no amendment (or no further amendment) is moved, the motion in its original or 

amended form must be put to the meeting and, if carried, becomes a resolution of the 

meeting. This final putting of the motion, which is frequently overlooked by amateur Chairs, 

must be done, for the Chair must not infer that, because there has been no discussion or 

because an amendment has been rejected, the meeting is in favour of the motion.  

2. To avoid misunderstanding, the Chair should make clear that the decision is whether or not 

the amendment is to be adopted.  In the voting the question is not between the motion and 

the amendment.  Accordingly votes are taken 'for' and 'against' the amendment.  

3. Chairs should always put the question 'for' and 'against'.  They are not entitled to assume 

that the meeting has rejected an amendment because only a minority has voted in favour of 

it.  They must bear in mind the possibility of abstentions and, therefore, should also ensure 

that the voting 'against' is taken. 
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Relevance and Competence of Amendments 
An amendment should be proposed in writing, where practicable, in agreement with the Chair, 

submitting it to the meeting in the words  "The question is that . ." Its meaning should be clear and 

precise; it should be both competent and relevant.   

It is not competent to move an amendment which has already been rejected or which seeks to 

restore an amended motion to substantially its original form.  Frivolous amendments and those 

which reduce a motion to absurdity should also be ruled out of order.  

As with Main Motions, amendments affecting the rights and obligations of members should be ruled 

'not competent' and not be accepted, if their effect would be to increase or materially change such 

rights and obligations, unless there is a full attendance of members, e.g. 

1) If the motion (of which notice has been given) is "that the subscription be raised to 

£10", an  amendment (not previously notified) proposing a less sum would be in order 

but one proposing a greater sum would not be accepted unless all members were 

present. 

2) If the motion be "that the meeting day is changed", it would be in order to propose 

any day, but if the motion be "that the meeting day is changed from Monday to 

Tuesday", an amendment proposing another day would be inadmissible unless all 

members were present or had previously received intimation that such an 

amendment would be proposed. 

To be relevant, an amendment must refer directly to the subject of the motion and any amendment 

lacking in this respect should be ruled out, e.g.  

if the motion is "that the subscription be raised to £10", an amendment to add "and that the excess 

be used to form a library fund" should not be admitted by the Chair as it is not relevant to the main 

question. 

There would, of course, be no objection to moving a motion later to this effect.  As irrelevance is 

difficult to pinpoint, the Chair should exercise discretion. 

The Chair should not accept an amendment which is merely a direct negative of the motion, nor of a 

previously accepted amendment, i.e. an amendment "that the word 'not' be inserted".  The same 

object is achieved by voting against the motion and any member may, of course, speak against the 

motion. 

Occasionally, proposals are put forward which counter those in the motion.  The Chair should treat 

these as amendments, e.g. to delete all the words after "that" (the first word) in the motion and to 

substitute others.  Proceed then as in "Amendments", i.e. the question of the substitution becomes 

the only question before the meeting.  The Chair should now ask for votes "For the motion: for the 

counter-motion". 

Withdrawal of Motions and Amendments 
Once a motion or an amendment has been moved and seconded, control passes from the proposer 

to the meeting.  Therefore, neither proposer nor seconder can withdraw the motion unless the 

meeting agrees.  The moving of the motion or amendment and the fact of its withdrawal should be  
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recorded in the minutes.  The customary narrative is "The motion (amendment) was by leave 

withdrawn" or "was withdrawn by leave of the meeting". 

Many organisations cannot effect withdrawal of a motion or amendment if even a single voice 

dissents but ASC recommends in the event of dissent, the question of withdrawal will be put to the 

meeting for its decision.  

The Chair will say "Are any members who have not already spoken to the motion (or amendment) 

prepared to move and second its withdrawal?" Having been moved and seconded, the motion for 

withdrawal will then be put to the meeting. If every member present has already spoken in the 

debate, one dissent will automatically veto withdrawal and the question which has been the subject 

of debate must be put to the meeting in the normal course.  It is thought that this is unlikely to arise, 

even in a Speakers Club meeting. 

In dealing with procedure regulating withdrawal of motions or amendments, three cases require 

consideration. Withdrawal of: 

1.The Original Motion.  

The proposer, having obtained the consent of the seconder, asks leave to withdraw the motion.  The 

Chair formally asks the meeting "Is it your pleasure that the motion be withdrawn?"  If the meeting 

agrees, the Chair completes the withdrawal by saying "The motion is by leave withdrawn". Under 

the recommended procedure, any member who has not previously participated in the debate has 

the right to move withdrawal.  However, it is courteous to give the proposer of the motion the first 

opportunity to initiate withdrawal. 

 

2.An amendment to a motion.  

The procedure is the same as that outlined above, substituting the word 'amendment' for the word 

'motion'. 

 

3.The Motion when an amendment to it is before the meeting. 

If an amendment to a motion is under discussion, the meeting cannot give leave for the motion to 

be withdrawn until the amendment has been withdrawn or negated.  The Chair asks the consent of 

the mover and seconder of the amendment to put to the meeting the question of withdrawal of the 

amendment. Either of two situations could result: 

i. If they agree, and thereafter the meeting agrees to the withdrawal of the amendment, 
 the way is clear to have the motion withdrawn as shown in (1) above.  

ii. If they object, it will fall to the meeting to decide the question of withdrawal by means of 
 the Chair asking for non-participants in the debate to propose and second the withdrawal, 
 as explained above
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Should the meeting decide that the amendment shall stand; the motion cannot be withdrawn until a 
decision has been taken on the amendment, resulting in two possible outcomes:  

i. The amendment is negated, so the motion may thereafter be withdrawn if the meeting    
 so wishes.  

ii. The amendment is carried, so the original motion no longer exists and thus cannot be 
 withdrawn.  This does not debar a member from seeking to have the amended motion 
 withdrawn. 

Procedural Motions 
Procedural motions are also called closure or dilatory motions and are proposed with a view to 

deferring or avoiding a decision. Those most regularly practised are (1) Adjournment (2) Next 

Business (3) Closure. (4) The Previous Question (Less frequently met) 

Points to note: 

 No one who has already intervened in the debate can move or second a procedural motion. 

The Chair should only accept the motion when satisfied that the matter has been amply debated. 

A procedural motion raises an entirely new issue, which, in some cases, can be debated, but ASC 

recommends that debate should not be permitted, except on a motion for adjournment of the 

meeting.  

Because the Chair should not accept a procedural motion (except that for adjournment of the 

meeting) until satisfied that the matter has been fully debated, to avoid grounds for grievance, the 

Chair should always explain to members the precise effect of any procedural motion. (see Section E4 

for a Quick Guide to Meetings Procedure including Procedural Motions). 

1. Adjournment.  

The motion may be to adjourn either the debate or the meeting.  It is the accepted practice to 

permit the mover of the motion for the adjournment to re-open the debate when it is resumed, 

either at the same or the next meeting. 

If the "adjournment of debate" motion is carried, the matter under discussion is set aside and the 

meeting proceeds to deal with the remainder of the business.  

If the motion is defeated, debate on the original subject continues and a motion with similar effect 

cannot competently be moved again until a reasonable time has elapsed, nor can the mover of the 

first such motion propose the second one. 

If an "adjournment of meeting" motion is carried, the Chair must close the meeting immediately.  

The motion should specify the time or day of resumption and if this is not incorporated, the Chair 

would permit an amendment to this effect.  No other amendment is competent.  If no time or day of 

resumption is stated, the usual course is to resume the debate at the next regular meeting.



© ASC 2014                                                                                                                                          217 

2. Next Business.  

To avoid taking a decision on the subject under debate, a member may move "that the meeting 

proceed to the next business".  The motion may be made at the close of any speech but, even if 

moved during debate on an amendment, it always applies to the main motion: 

 

• if carried, the original question is dropped without a vote and the meeting proceeds to the 
next item on the agenda;  

• if defeated, the debate on the original question resumes and a reasonable time must elapse 
before a similar motion is again competently moved. 

 
3. Moving the Closure.  
The mover of this motion feels that there has been sufficient discussion and wishes the debate to 

cease so moves "that the question be now put".  The motion applies only to the question actually 

under discussion, i.e. on a motion or on an amendment.  The Chair will put the motion for the 

closure to the meeting:  

• if carried, the Chair will allow no further speeches except the right of reply if this is still 
competent, then the question is to be put to the vote; 

• if defeated, the debate on the question resumes and a reasonable time must elapse before 
a closure motion can again be accepted.  

 

4. The Previous Question.  

The object of this motion is normally analogous to that of Next Business in that it seeks to avoid a 

decision.  The wording of the motion is "that the original question be not now put", or simply "I 

move the Previous Question". Differences between the two motions are: 

 

a)  The Previous Question cannot be moved on an amendment but only on an original or  
  amended motion. 

b) Whether carried or defeated, the debate on the original question does not resume. If 

 affirmed, the original question is dropped and cannot be raised again within a marked 

 interval of time; if negated, the original question is put to the vote forthwith, further 

 discussion being prohibited and any pending amendments dropped. 

 

In view of this, clubs are recommended to consider banning this motion. 

Reminder: The Chair has the discretion at what point to accept a procedural motion. It should not be 

accepted until the Chair is satisfied that the issue has been adequately debated
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Section E3 

Chairing Formal Business Meetings 

Purpose  
Every meeting must have a Chair and all members of Speakers Clubs will, in the normal course of 

events, find themselves in the Chair at a meeting of one sort or another.  Chairing the normal Club 

meeting is dealt with in Section E1.  It is the intention here to give helpful advice on chairing a formal 

business or committee meeting.   

The purpose will always be the same - to control the entire operation and ensure a successful 

meeting.  There is scope to adjust the manner and mood to the occasion, be it a large, formal, 

business meeting or a small committee meeting.  However, in all situations, in order to do a 

competent job, the Chair will need thorough knowledge of the proceedings over which they  are to 

preside.  

Before chairing a business meeting, be aware of: 

a) the Conduct of Meetings; 

b) the Authority and Duties of the Chair 

c) the Conduct of The Chair. 
 

The Conduct of Meetings 
This is dealt with in Section E2 and E3 of this Guide and, more concisely, in Section E4 in a Quick 

Guide to Meetings Procedure. 

 

Authority and Duties  
The  Chair is responsible for the conduct of the meeting and so has power to control members and 

regulate their deliberations.  This should be done firmly, courteously and tactfully, remaining calm 

even if provoked.  The powers of the Chair should be clearly defined in the Standing Orders, Rules, or 

Articles of the organisation concerned, whichever term is used.  Among the many duties of a Chair 

are: 

• ensuring that a meeting has been properly convened 

• seeing that a quorum is present 

• signing the minute 

• maintaining order 

• judging the validity of motions and amendments 

• putting the question to the vote and declaring the result 

• observing the rules of debate 

• ruling on points of order. 

It is the Chair's responsibility to ensure that the objectives of the meeting are clearly defined and set 

out in the Notice Convening the Meeting.  It is usual to issue the agenda at the same time together 

with supporting information, where necessary, to enable members to prepare adequately. 

One of the principal duties as Chair will be to clarify any points of difficulty in the agenda and to 

guide the meeting through it, so the Chair  must be completely conversant with it and will most 
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likely have been involved in its production.  Be aware of possible snags  Work out beforehand how 

much time can be allowed for the various items on the agenda and annotate the agenda as 

appropriate with reminders. 

Discuss in advance any correspondence and reports with the people concerned, to avoid being 

disconcerted by an important letter or an unusual item in a report suddenly read out to the meeting 

without the necessary 'follow-up' material being ready.  Approval of reports should be sought and 

the meeting‘s thanks should be expressed to those reporting. 

Good committee work prior to any meeting is essential.  Members of the committee will be more 

useful and helpful to the Chair if they have been fully consulted beforehand and time in a full 

business meeting can often thus be saved. 

The early agenda items such as attendances, seeing that the meeting is quorate and signing the 

minutes of the last meeting should not be overlooked.  They are important and have legal 

significance (see Section E2). 

The Chair has sole control of the meeting.  The degree of formality to use may depend on the type of 

meeting being are chaired.  The ability to maintain order in a large meeting will be enhanced by the 

very formal mode outlined below (Conduct of Chair). 

Motions and amendments are the basis of debates and it is the Chair’s responsibility to guide the 

progress of the debate according to the Standing Orders of the Association, observing the rules of 

debate (see Section E2). 

The Chair has the duty always to 'put' the motion, even if there has been no discussion, and ask for 

votes both 'for' and 'against' it.  Do not assume that a minority vote against the motion 

automatically means a majority for it; there may be abstentions.  Likewise for amendments: each 

must be clearly put in its context and an opportunity given for both points of view to be measured. 

Conduct of the Chair 
A small committee meeting can be chaired in a relatively relaxed and informal manner, whilst still 

maintaining the appropriate procedures, but a larger business meeting requires a greater degree of 

formality to ensure complete control.  

It is advisable to stand when addressing the members and they should remain seated, without 

speaking.  It is the Chair’s responsibility to allow ordered debate and all remarks should be 

addressed through the Chair so be alert for any member trying to speak. usually by raising a hand.  

Invite the member to speak by naming them.  At the member’s formal response of "Chair" the Chair 

should sit, leaving the floor clear for the speaker.  If there is need to stop a speaker in the course of a 

debate, the Chair should rise.  The speaker who has the floor should immediately stop speaking and 

sit down.  

Rigid insistence on the use of formal methods can sometimes hinder rather than facilitate progress 

so be firm but flexible, acting always with tact and discretion.   
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Motions and amendments are best dealt with in a formal and ordered way. The Chair must decide 

whether to accept a motion, so speak to the proposer prior to the meeting, if possible, to confirm 

that the motion is expressed in the affirmative and is competent and relevant (see Section E2).   

It should then be submitted to the meeting, stating "that ............................". Eventually, after 

debate, repeat the motion with the words, "the question is that .........", before calling for a show of 

hands, first for the motion, then against, then abstentions.  Dealing with motions and amendments 

in the meeting is covered in Section E2. 

Impartiality 
Impartiality is of the utmost importance, so ensure that supporters and opponents of any motion are 

treated alike.  As Chair, subordinate personal feelings and take great care to allow opposing points of 

view equal opportunity for expression, ensuring that the voice of the minority is heard. 

It is generally better if the Chair does not take part in a debate, unless convinced beyond doubt that 

there is a positive contribution to make.  If so, and the  contribution is factual, offer it from the Chair 

for the information and guidance of members.  If wanting to enter the controversy, ask the 

meeting‘s leave to vacate the chair in favour of a temporary Chair for the duration of the debate and 

vote, in order to make the point from the floor. Resume the official role for the next agenda item.  

The Casting Vote 
The Chair has a vote the same as everyone else, known as the deliberative vote.  Whether the Chair 

has, in addition, a casting vote (i.e. an extra vote  which can  be  used when votes cast are equal) is a 

matter for the Standing Orders of the organisation, where it must be given specifically; it is not a 

Chair‘s automatic right.  Make sure of its existence before taking  the chair.  There is no obligation 

on the Chair to exercise this right.  Note that a casting vote is not required to defeat a motion or 

amendment.  Equality of votes is sufficient in the absence of a casting vote. 

As Chair with a right to a casting vote, the first vote cannot be withheld until the trend of voting is 

known and then both votes cast at once.  Cast the deliberative vote in the ordinary way (if intending 

to use it) before the trend of the voting has been ascertained.  Members, including the Chair, are not 

obliged to use their deliberative vote if they wish to abstain. 

The right of the Chair to a casting vote arises only in the event of equality of votes after all members 

who wish to vote, including the Chair, have done so.  This applies even if the Chair's deliberative vote 

has not been used.  It follows that, if the voting results in a difference of one vote, the Chair cannot 

vote again making equality and thus declare the motion or amendment lost.  NOTE: when voting has 

taken place and the result is about to be announced or has been announced, no one who has 

previously abstained is permitted to vote. 

The use of the Chair’s casting vote will depend on circumstances. When deciding, remember: 

a) the casting vote is held in trust for the general opinion and not for a section only;  

b) personal opinion must give place to wider considerations.  

Remembering that equality of votes is sufficient to defeat a motion or amendment, the chair will 

frequently refrain from casting the second vote, thus preserving the existing position.  However, the 

right should be exercised if the chair conscientiously feels the good of the club requires it.  
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Summary 
A thorough knowledge of, and a determination to apply, normal meeting procedure is the hallmark 

of a good Chair.  However, know when the rules can be relaxed.  Rigid insistence on every detail of 

procedure can take the life out of a meeting and may provoke "guerilla warfare" against the Chair.  

Be aware of this and allow latitude consistent with the ultimate aim of every meeting, that is, to 

send the members away satisfied that, even if not everything that has been agreed is to the liking of 

every member, justice has not only been done but has been seen to have been done. 

The Chair, too, must come away satisfied.  If having made appropriate preparations, allowed the 

members fair scope for their views, steered the meeting to a series of decisions that seem fairly to 

reflect the majority view, without rancour or bitter feelings, then the Chair can feel some 

satisfaction and pride in "taking the chair". 

In conclusion, below are '12 Golden Rules' for a successful meeting. 

12 Golden Rules for a successful meeting. 
1. Every one entitled to should receive a properly drawn-up notice of the meeting at the 

correct  time as stipulated in Standing Orders. 

2. Also despatched to everyone should be clear agenda, indicating the business to be 
transacted. 

3. The meeting cannot be held unless the required quorum is present. 

4. The Chair should control the meeting firmly but fairly and all remarks should be addressed to 
the Chair. 

5. No change should be made in the order of the agenda unless with the approval of the 
meeting. 

6. Each notice of motion (or item of business) should be dealt with in turn, one item at a time. 

7. Only one amendment should be dealt with at a time. 

8. The proper procedure for right of reply should always be observed. 

9. A clear method of voting must be used and the result of each vote should be announced to 
the meeting. 

10. The meeting must not be dominated by innumerable procedural motions. 

11. Any other business' must only include matters relevant to the purpose for which the 
meeting was called. 

12. The meeting must be formally ended unless a proper motion for adjournment has been 
passed. 
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E3a) Appendix to Chairing Formal Business Meetings 
(It is assumed that all motions and amendments have been seconded.) 

1. Motions, Amendments and Right of Reply 

Motion by A  That the charge levied at club meetings be raised to £1.50. 

Chair The question is 'that ........... £1.50'. 

Amendment That the word 'not' be inserted between the words 'be' and 'raised. 

Chair I do not accept a direct negative as a valid amendment.  Your remedy is to vote 

against the motion. 

Amendment That the words 'in view of the financial position' be inserted after the word 'that'. 

Chair The question is that the words 'in view of . . . position' be inserted after the word 

'that'. 

Discussion follows after which: 

Chair I now propose to put the matter to a vote.  Before calling upon A to exercise his right 

of reply, does anyone have anything to add to the discussion?  No!  A, you may now 

reply to the debate.  As there will be no further discussion before the vote, you will 

appreciate that no fresh material can be included.  

A Winds up the debate.  

Chair  The question is that the words 'in view of . . . position' be added after the word 'that' 

in the original motion.  Those in favour; those against; I declare the amendment 

carried.  The question is 'that, in view . . . £1.50'.   

Amendment  That the words 'for a trial period of six  months' be added after '£1.50'   

Chair  The question is that the words 'for . . ......... months' be added after '£1.50' 

After discussion:  

 All those in favour-please show.  All those against-please show.  I declare the 

amendment to be lost.  The question is 'that, in view . . . £1.50'. 

Amendment  That the words 'and that the excess be used to form a library fund' be added after 

‘£1.50' 

Chair  I cannot accept that as an amendment.  It is not relative to the main question but 

raises an entirely new question.  You may, however, make this the subject of a 

separate motion.  I shall now put the question. 

A Do I have a right to reply to close the debate? 

Chair No!  Your right extended only to the moment before the vote on the first amendment.  

The question is 'that, in view of the financial position of the club, the charge levied at 

club meetings be raised to £1.50'.  Those in favour; those against.  I declare the 

motion carried. 

2. Motions, Amendments, Points of Order, Right of Reply, Casting Vote  

Motion by A  That the General Evaluator should cease to function. 

Chair The question is 'that the General . . . function'. 

Amendment  'For a trial period of 6 months' be added after 'function'. 

Chair The question is that the words 'for a trial . . . months' be added after the word 

function. 

Amendment  After months add 'beginning from next meeting'.  
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Amendment  'That the General Evaluator should continue to function'. 

Chair Ladies and gentlemen!  I think we shall proceed faster if we calm down and take one 

amendment at a time.  The first amendment I have noted deals with a trial period.  

The question is therefore that the words 'for . . .months' be added after the word 

'function'. 

 

Discussion follows after which: 

Chair I propose to put the matter to the vote.  Before I call on A to wind up the debate by 

replying, has anyone anything further to add? 

Member Point of order, Chair.  Is not the General Evaluator appointed under the constitution 

and is it not out of order to seek to abolish that function? 

Chair The point is not well taken.  The GE is not an appointed officer in the terms of the 

constitution and bye-laws.  So the debate is in order.  I repeat the question that to the 

motion 'that the GE should cease to function' there be added the words 'for a trial 

period of six months'.  A, do you wish to exercise your right of reply? 

A Replies 

Chair The question is that to the motion 'that the GE should cease to function' there be 

added the words 'for a trial period of six months'.  In favour; against; the voting is 

equal.  I declare the amendment lost.  

 The question is 'that the General Evaluator should cease to function'.  Any further 

amendment? 

Amendment  'That the General Evaluator should continue to function'. 

Chair  I consider that time will be saved if I treat this as a direct negative.  If you and your 

colleagues vote against the motion you will achieve the same result.  Therefore I do 

not accept the amendment. 

Amendment (B)  

 That 'unless he be the Education Director' be added after 'function'. 

Chair  The question is that the words 'unless . . .. . . . . . . Director’ be added after the word 

‘function’. 

Discussion follows (in which A takes part) after which: 

Chair   I propose to put the matter to the vote.  Has anyone else something to contribute? 

B   Do I not have a right of reply? 

Chair  No.  The mover of an amendment has no right of reply. 

A Can I reply? 

Chair No.  You have already taken part in the debate on this amendment.  Your right of reply 

as the mover of the main motion extended only to the point immediately before the 

first vote thereon and you have already exercised it.  The question is that the words 

'unless . . . Director' be added after the word 'function' in the main motion.  For; 

against; I declare the amendment defeated.  The question is 'that the General 

Evaluator should cease to function'.  Any further amendment?  No!  I shall now put 

the question to the vote.  For; against; the voting is equal.  I declare the motion lost. 

A On a point of order, Chair.  Is a motion lost if it is not actually defeated? 

Chair  Yes 

Member I abstained from voting at the time.  Can I vote now? 
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Chair No.  Your vote must be given in the ordinary way and before the trend of voting is 

known. 

Member Chair.  According to the constitution you have a casting vote.  Are you not obliged to 

use it?  

Chair I agree that I have a casting vote but there is no obligation on me to use it.  Next 

business! 

3. Ambiguous Amendment, Right of Reply, Closure, Point of Order 

Motion by Y  That the financial deficit be cleared by contributions from the committee. 

Chair The question is 'that . . . committee'. 

Amendment by B 

 I move that a dance be held to raise funds. 

Chair I cannot accept that as it stands.  I do not know whether you are seeking to raise a 

new question or whether you intend a dance instead of the method proposed in the 

motion or whether you mean that a dance be held in addition to the method 

proposed.  Kindly indicate clearly what you mean. 

B  I mean that I do not like the method suggested.  I move that the words after 'by’ be 

deleted and that the words 'the holding of a dance' be substituted. 

Chair  That is now clear.  The question is that the words after 'by' in the motion be deleted 

and that the words 'the holding of a dance' be inserted in their stead.  Any further 

comments?  Y, will you wind up the debate? 

Y  Winds up the debate. 

Chair  I now put the question 'that the words after 'by' be deleted from the original motion 

and that the words 'the holding of a dance' be substituted'.  In favour; against; carried.  

The question is 'that the financial deficit be cleared by the holding of a dance'.   

Amendment  That the word 'concert' be substituted for the word 'dance'.  

Chair For; against.  Defeated.  The question is 'that . . .dance' 

Lengthy discussion follows after which:   

C I move that the question be now put.   

Amendment  That the financial deficit . . . 

Chair   I am sorry.  As I accept the motion for the closure, the question must be put 

immediately and neither amendments to nor discussion on the motion can be 

permitted.  The question is 'that the question be now put'.  For; against.  I declare the 

motion for the closure to have been carried.  I shall now put the question to the 

meeting.   

Y Chair, on a point of order.  Do I not have a right of reply?   

Chair No.  You exercised your right of reply before the vote on the first amendment.  There 

is no right of reply to an amended motion.  

W D, in the course of his remarks, said ...   

Chair I cannot allow any further discussion.   

W I was about to raise a point of order with regard to D‘s remarks.   

Chair The point should have been made at the time of the alleged irregularity.  I cannot 

entertain it now as the motion for the closure has been carried.  I now put the 

question 'that the financial deficit be cleared by the holding of a dance'.  In favour; 

against.  I declare the motion carried.   



© ASC 2014                                                                                                                                          226 

4. Withdrawal of Motion to which no Amendment has been moved  

Motion by A  That steps be taken to form a library fund. 

Chair The question is 'that steps   fund'. 

Amendment That steps be not taken to form a library fund. 

Chair I do not accept the direct negative as being a valid amendment.  You will achieve the 

same result by voting against the motion. 

Discussion follows after which: 

A I have obtained the consent of my seconder and withdraw my motion. 

Chair A motion proposed and seconded belongs to the meeting and the consent of the 

meeting is required before it can be withdrawn.  The question is that the motion by A 

be and is hereby withdrawn by leave of the meeting.  Those in favour please show.  

Those against please show.  Carried!  The motion is withdrawn by leave.  Secretary, 

kindly note to record in the minutes that the motion was withdrawn by leave. 

5. Withdrawal of Motion to which Amendment has been moved 

Motion by A 'That future meetings be held within the Blank Hotel'. 

Chair  The question is 'that future. . . Hotel'. 

B  I wish to move an amendment 'that the words 'as from September next' be added 

after the word 'Hotel' " 

Chair  The question is that the words 'as from September next' be added after the word 

'Hotel '. 

Discussion follows after which: 

A  I seek leave to withdraw my motion. 

Chair  I shall first require the consent of the meeting to the withdrawal of the amendment.  

B, are you and your seconder willing that the question of the withdrawal of the 

amendment be put to the meeting?  

B I have asked my seconder.  We both agree. 

Chair The question is that the amendment, i.e., the words 'as from September next' be 

withdrawn.  In favour; against; carried!  

 The question I now have to put is that the motion proposed by A be and is hereby 

withdrawn by leave of the meeting.  In favour; against.  The motion is withdrawn by 

leave. 

6. Motions, Amendments, Careless Wording, Frivolous Amendment, Next Business,  

Intervention by the Chair, The Previous Question 

Motion by A   That, in view of the harmful effects, smoking during meetings be prohibited.   

Chair The question is 'that in view . . . prohibited '. 

B  While I agree with the object of the motion I am not prepared to accept the 

suggestion of harm.  In any event these words are superfluous.  I therefore move that 

the words between 'that' and ‘smoking’ be deleted.   

A  In view of B's motion I am prepared to withdraw mine.   

Chair  I must point out that B had not proposed a motion but has moved an amendment to a 

motion.  The question of withdrawal is quite unnecessary and can only lead to 

confusion.  All that is required is for the meeting to approve the amendment.  I take it, 
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A, that you have no wish to exercise your right of reply?  Agreed!  Has anyone else 

anything to say?   

C  I move that the prohibition extend only to pipe-smoking.   

Chair  Let us dispose of the amendment before us before we take any more.  The question is 

that the words between 'that' and ‘smoking’ be deleted.  In favour; against; carried.  

The question is ‘that smoking during meetings be prohibited'.  

C  I move that the prohibition extend only to pipe-smoking.  

Chair  Your intention is clear but it will be much easier if you would relate your amendment 

to the words of the motion.  Are you agreeable that I put the amendment like this, 

"that the word 'pipe' be inserted between the words 'that' and 'smoking'"? 

C agrees and the Chair voices the agreed amendment and discussion ensues.  

Chair  I shall now put the question to the vote. 

C  Do I not have a right of reply? 

Chair  There is no right of reply to the mover of an amendment.  The question is "that the 

word . . ….'smoking'" For; against; lost.  The question therefore is 'that smoking during 

meetings be prohibited'. 

O  That the word 'marijuana' be inserted before 'smoking' (laughter). 

Chair  Regretfully I must inform the mover of the interesting amendment that I reject it on 

the ground that it is frivolous. 

E I am bitterly opposed to the motion and move that the whole idea be scrapped. 

Chair  I cannot accept that in its present form as an amendment and I suggest that voting 

against the motion will be as effective.    

E My seconder and I are prepared to accept that, provided our dissent is registered.   

Chair  You are, of course, prejudging the result of the vote but, if the result is against your 

views you may certainly ask - as anyone may - that dissent be recorded.  Any more 

remarks?   

F  I move 'Next Business'.   

Chair  I must explain to members what this motion entails.  If carried, it means that the 

motion will be dropped without a vote and the meeting will proceed to other 

business.  The question is that the meeting proceed to the next business.  

 For; against; lost.  The motion is still before us.  Are there any further views?  No!  

Before putting the question to the vote I must say that I am sorry to see the club so 

divided.  Strictly as Chair I have no opinions but as President I am concerned with the 

welfare of the club.  Surely there is ample room for compromise.  

. . . . . . . . . . 

Meeting eventually agrees,  

 after steering through proper procedural channels "that smoking be prohibited during 

the first hour of club meetings for a trial period of three months".
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E3b)  Quick Guide to Meeting Procedure 

Purpose 

This section is designed to provide an easy-reference document for guidance during a meeting. A full 

description of motions and procedures should be read first (E2 and E3) 

 

Motions 
Discussions with the specific intention of obtaining a decision from members. 
 
Order of Speaking in a Substantive Motion 
 
Proposer 
Seconder 
Discussion 
Proposer’s Right of Reply 
Vote 
 
Order of Speaking in an Amendment to a Motion 
Proposer (of the Amendment) 
Seconder 
Discussion 
NO Right of Reply 
Vote 
 
Right of Reply 
Only the mover of the SUBSTANTIVE motion can exercise the Right of Reply 
Either  before the vote on the Substantive motion –provided it is unchanged, 
Or  before the vote on the amendment (ask the mover of the substantive motion if he wishes to 
exercise the Right of Reply) 
 
i.e. if an amendment is carried, the substantive motion is changed and the right of reply  (if not 
already exercised) is lost. 
 
Speakers 
Apart from the Right of Reply, no speaker should speak more than once on the same question (an 
amendment is a new question) 
 
Withdrawal 
Once seconded, a motion belongs to the meeting and cannot be withdrawn without the approval of 
the meeting. 
 

Procedural Motions 
- Can only be proposed or seconded by a member who HAS NOT ALREADY SPOKEN on this 

particular question (an amendment is a new question) 
- The Chair has the discretion as to whether to accept a motion or not. (A Procedural motion 

should not be accepted until the Chair is satisfied that the issue has been adequately 
debated). 
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Adjournment Motion 
(Proposer, Seconder, Put to Immediate Vote) – allows a ‘cooling-off’ period. 
 

a) Adjournment of Debate: if carried, the debate is immediately set aside without further vote.  
If lost, continue the debate. 

b) Adjournment of Meeting: if carried, close the meeting without further vote.  If lost, 
continue the debate. 

(Adjournment of Meeting is the only motion on which discussion is permitted). 
If successfully adjourned, the issue should be reinstated for discussion at a future date. 
 
Next Business Motion: 
 
Proposer, Seconder, Put to Immediate Vote) – to avoid taking a decision on substantive motion. 
 
Always applies to SUBSTANTIVE motion, even when moved during an amendment. If carried, the 
substantive motion is dropped without further debate.  If lost, continue with the debate. 
 
Closure Motion: 
(Proposer, Seconder, Right of Reply, Put to Immediate Vote) –‘ that the question be now put’ – to 
stop discussion and take the vote. 
 
Applies only to the matter under discussion: if moved during an amendment, it refers only to the 
amendment.  No discussion other than Right of Reply (if still available), then vote is taken.  If lost, 
continue the debate. 
 
Previous Question Motion. 
(Proposer, Seconder, Put to Immediate Vote) – to avoid decision on substantive motion  AND  stop 
debate. 
 
Applies to SUBSTANTIVE motion.  Cannot be raised during an amendment – but can after the 
amendment is resolved.  If carried, Substantive motion is dropped without a vote. If lost, the vote on 
the substantive motion is taken immediately  and any pending amendments are dropped. 
 
Suspend Standing Orders Motion. 
(Proposer, Seconder, Put to Immediate Vote)- Allows informal discussion. 
 
Suspends formal discussion and procedural rules to allow informal discussion. Needs a further vote 
to resume Standing Orders. 
 

Points of Order 
The complaining member may interrupt and address the Chair but no discussion is permitted, apart 
from explanation or clarification at the Chair’s discretion. 
Usually relates to a breach of the rules or normal custom and practice. 
Chair’s decision on point of order is final but the meeting can move a Vote of No Confidence in the 
Chair if the issue is sufficiently drastic. 
 

Chair 
The Chair must balance rigid adherence to the rules with a flexible approach to debating.  Rules can 
and should be relaxed where appropriate.  Beware – too rigid enforcement of procedures can 
destroy the spirit and defeat the object of the meeting.
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E4  A Guide to Organising and Chairing Contests 
(The following pages are taken from ASC booklet Organising and Chairing Contests – produced by 

Mike Douse and available from the Materials Officer.) 

Speaking contests are organised by and within the Association of Speakers Clubs in order to achieve 

three objectives, namely to: 

▪ raise standards amongst members; 
▪ encourage friendly competition between them (and between their Clubs, Areas and Districts); 

and 
▪ contribute to the entertainment of both participants and spectators.  
 

Enjoyable and successful contests arise from thoughtful and effective organisation, allied with 

competent and sensitive chairing.  This Guide offers advice to those involved in administering the 

several kinds of competitions so that all three of the above objectives may be achieved.  

The following pages should be read in conjunction with the Contest Rules package, which is updated 

each year and included in the August mailing to clubs as well as being in the Education Download 

section of the website.  That package contains all of the variable items such as rules, guidance for 

judges, and mark sheets. Those items apply to that one year only and are to be used at all 

competitions from club level up to and including the National Speech, Evaluation and Topics finals.  

Different kinds of competitions and varying circumstances call for dissimilar approaches.  For 

example, running a Topics contest at the club level requires far less prior organisation than does, for 

instance, organising and chairing the National Finals of the Evaluation contest.  Moreover, there are 

several competitions that are not dealt with directly in this Guide: several clubs have annual 

debating contests, for example, while at least one District runs a short story competition. 

Nevertheless, the principles put forward in this present document should, with intelligent 

interpretation, be of interest and value to those responsible for running all forms of speaking and 

related contests, so that those actually participating, as well as those who are just attending, benefit 

from and enjoy the event to the greatest degree possible. 

A successful and enjoyable speaking contest is achieved by paying careful attention to detail, and by 

painstaking planning, both by the Organiser in advance and by the Chair of the event.  Above all, 

those who organise and those who chair are called upon to apply common sense and imagination 

and this Guide has been drafted on that understanding.  

These notes are intended to give practical assistance to those responsible by discussing the general 

principles and by providing basic checklists of the key steps to be taken before, during and – to a 

limited extent – afterwards. If you are responsible for, let us say, the annual speech contest at your 

club, many of the items in the checklists may not be relevant as they cover what will be necessary at 

the National or District levels.  Nevertheless, it may be useful to go through each relevant checklist, 

step by step, before identifying the five or six items that do apply – probably along with one or two 

others that are not listed. 
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The activities summarised in those checklists are presented, largely, in the sequences in which they 

will be performed, although the ideal order for any particular event is for those responsible to 

determine.  While some of the steps set out below must definitely be followed – competition rules 

must be applied in a standard fashion, for example – there is still much scope for sensible variation.  

The three objectives, raising standards, encouraging friendly competition and contributing to the 

enjoyment of participants and spectators – should be kept firmly in mind.  Everyone present should 

become a better public speaker as a result of every club meeting attended, and competitions, 

properly handled, have an important contribution to make to this.  Moreover, each occasion should 

be fun, despite the seriousness of the contest.  Of course, all of those competing should have every 

opportunity, within a fairly and clearly conducted contest, to demonstrate their skills.   

Using the template on the following page, prepare your detailed and personal checklist for the event 

for which you are responsible. Make sure that it covers everything which you are required to carry 

out – or to ensure that others carry out effectively – and add anything that is not covered in this 

document. Ensure also that, when more than one person is involved, the responsibilities and duties 

of each individual are clear and that interaction between them is of the highest quality. After all, 

each of us is in the business of effective communication. 

Successfully chairing 

[It is, of course, recognised that sometimes – but not always – the Organiser and the Chair are the 

self-same person] Those who chair any kinds of meetings need to be: 

 

• Firmly in control without being dictatorial; 

• Fully aware of the rules and the conventions without descending into pedantry; 

• Well-informed of the issues yet not becoming blatantly partisan; and 

• Sufficiently serious albeit with appropriate touches of humour and even humility.  
 

Born chairs are rare and those who really know their business are even rarer. The aim of good 

chairing is that all involved – audience and chair – should enjoy participating in agreeable and 

efficient meeting
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Template 1:  

Use this as the basis for your own checklist 

Advance Preparation For All Kinds Of Contests 

▪ Design the evening, including the order of events (the contest itself, other items such as a topics 
session, announcements and general club business, a reserve item to cover the unexpected.)  

▪ Consider who will be needed to assist you – both on and off the stage – in order to carry out the 
programme successfully; decide upon the best deployment of your ‘support team’ which, for 
major events, should be mobilised well in advance; brief all concerned, inviting comments and 
suggestions 

▪ Obtain the names and other relevant details of the contestants (and of the runners-up if 
appropriate)  

▪ Arrange to obtain a ‘Pen Picture’ of each contestant  
▪ Check – probably by telephone – that all contributors are intending to be present (if it is a 

Speech contest, obtain their subjects); deal with any queries they may raise 
▪ Decide how and when lots will be drawn to decide the order of appearance of contestants: make 

that draw and make the result known to all concerned 
▪ Prepare a clear and attractive programme for the meeting 
▪ Distribute – probably by email or through ordinary post – the contests rules and the programme 

to the contestants  
▪ Design and display posters 
▪ Prepare and distribute a media release, including details and photographs of contestants and 

contact details so that further information may be obtained; follow up with telephone calls to 
TV, radio and newspapers 

▪ (If it is an Evaluation contest) select and brief the demonstration speaker (preferably someone 
who will actually attempt, preferably, an A5 or A6 assignment).  Arrange for that speech to be 
assessed as an assignment 

▪ Select the Judges, send each of them a copy of the contest rules and score sheet, and arrange a 
briefing for the Chief Judge and Panel of Judges; appoint and brief a Reserve Judge 

▪ Brief the timekeepers and issue them with the timesheets 
▪ Plan and check the stage layout in advance, including seating and the display of trophies  
▪ Arrange for lectern, lights, stop watch, water and glasses, gavel and block to be available and 

operational  
▪ Arrange for a room suitable as the Topics waiting area, Evaluation preparation and Judges 

deliberation 
▪ Arrive early and check everything 
▪ Check microphones (as appropriate); these should be checked again immediately before the first 

contestant is called 
▪ Check the stage lighting generally and, in particular, the illumination of the lectern area  
▪ Make arrangements for the contestants to try out the facilities including the microphone (if 

applicable) – this may be their first opportunity to meet one another 
▪ Check the access to and exit from the stage and lectern area 
▪ Reserve seats for contestants, presenter of contest awards and any special guests 
▪ Agree signals with the Chief Judge which will indicate that the Judges have completed their 

marking and so that the next speaker may be called
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E5  Judging Speech Contests 

Purpose  
Speech contests and debating contests are popular both in ASC circles and in the wider community.  
Accordingly, there is a demand for adjudicators.  Quite frequently, Speakers Club members are asked 
to meet this demand.  This section is designed, therefore, to guide you should you be asked to 

adjudicate on any occasion. 

Assessing the Competitors 
Organisations holding speech contests often provide two aids to adjudication: 

• a list of the qualities the judge ought to look for 
 

• A mark sheet apportioning possible marks to the various aspects of a speech. 
 

If the contest organisers provide these aids, they MUST be used to ensure uniformity of assessment, 
especially where the competition is organised in regional heats.  This applies both within ASC and in 
other contests.  

If the contest organiser does not provide these aids, you are advised to use the system most 
frequently used in ASC contests.  Each year, Contest Rules and Mark Sheets, together with guidance, 
are revised and issued to each club in the Association, by the National Education Director via the 
National Mailings and are available to download from the website.  They cover the assessment of 
speeches, evaluations and topics.  Although changes are possible after each annual set of contests, 
in readiness for the following season, these tend to be slight.  Try to become familiar with the 
general principles covered in the rules and guidance so you can put them into practice at any time. 

Similar principles apply if you are judging a debating contest.  You should note the performance of 
both the main speakers and the supporting speakers.  The latter should demonstrate the ability to 
take up points from the opening speeches and should further the case of the opening speakers, not 
merely elaborate it.  Also, the summing-up speeches must not be merely prepared statements but 
must be relevant to the items raised during the course of the debate.    

Awarding the Marks 
The procedure should be to give the first contestant a mark fairly near the middle of the possible 
range, bearing in mind your previous experience of speeches, evaluations or topics.  

After the first contestant, you should be awarding marks by comparison with that performance.  Use 
a fairly wide range, especially if there are several competitors. For example, if the first speech is 
given 65 marks, and you feel that the second is slightly better, give it 70 - not 66, as the higher 
mark gives more scope for assessing subsequent candidates who fall between the first and second in 
ability.  

The main difficulty facing a contest judge is the pressure of time.  You should listen very carefully to 
the contestant and then assess it quickly while the Chair is introducing the next speaker.  One 
method is to award tentative marks fairly early in the speech and change them at the end of the 
speech if it seems necessary.
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Determining the Final Result 
If you are the only judge, your task is easy.  Simply ensure that you do not have more than one 
contestant with the same marks. 

When there is more than one judge, time is usually given at the end for the judges to retire to 
discuss their decision.  What is important here are not the actual marks awarded by the judges 
but the order of merit of the competitors. 

If the judges merely add together the marks given to each contestant and declare as the winner the 
speaker with the highest total, they may go against their own majority decision.  Consider the 
following example: 

In a contest there are three speakers.  A doesn‘t do very well; B and C excel themselves. There are 
also three judges, one marking on a wide range, one on a narrow range, and one on a narrow range 
and awarding very low marks. The marks come out like this: 

  Speaker A   Speaker B   Speaker C  
Judge 1   30 (3rd)   70 (2nd)    80 (1st)  
Judge 2   45 (3rd)    55 (1st)    50 (2nd)  
Judge 3   33 (3rd)    40 (1st)    38 (2nd) 
 

If total marks were taken, C would be the winner.  Actually the verdict ought to go to B, placed 1st by 
two of the judges. 

Each judge ought therefore to rank the contestants in order of merit, awarding 1 for the first placed, 
2 for the second, etc. for ALL places.  If these points - not the original marks - are added together for 
all contestants, a fair verdict will be reached.  This method also saves time and argument as a simple 
arithmetical calculation is sufficient to reach a decision, which can be seen to be fairly based. 

In the case of a tie, the Chief Judge’s marks will be entered again for the tied contestants only.  This 
should result in a fair decision. 

The Verdict  
The Chief Judge is usually asked to deliver the verdict of the panel and should employ all 
the principles of good speaking.  Several general points should be noted: 

• check with the organisers for the kind of feedback required;  

• effective evaluation should be used to say something constructive or favourable about the 
contestants in general, not about each one; 

• be brief, five minutes being sufficient for most contests; 

• Do not announce the result until the end of your speech - maintain the suspense. 

Conclusion   
Judging contests can be a very rewarding experience, especially when the contest is amongst 
schoolchildren.  It is also a difficult task, which calls on the adjudicators to use their evaluative skills 
quickly and competently and to demonstrate their speaking prowess for the benefit of both the 
contestants and the ASC.  
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